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slegant.. . dignified . ice 
will, Royal’s newer-than- ark Avei chairs 
strike a note of incomparable distinction in any office 
setting. From vibrant new upholstery materials to graceful 
trim-line bases, here's good design at its best’... un- 
cluttered, free from the influence of transient ‘‘fads.”’ It 
jill look refreshingly modern and remain luxuriously com- 
_ fortable throughout its long, long life. Write for brochure 
and name of dealer. See the complete Park Avenue line. 


Royal Metal Manufacturing Company, One Park Avenue, New York 16, New York. Dept. 4-D 


(For more information, see last page) 
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the fastest, most economical way 
to produce SHARP, CLEAR COPIES... 
thousands if needed...in minutes! 


XEROGRAPHY 


| and OFFSET DUPLICATING 


More and more, modern business relies on xerography . .. the world’s most 











ener 


versatile copying process... as the fastest, most economical way to produce 
sharp, clear, high-quality copies—thousands if needed—in minutes. 
Every day, systems and procedures men find new uses for xerography... 


enlarging, reducing, copying onto all kinds of duplicating masters, simpli- 4 A ‘ oO 3 BD) 


fying operations, speeding vital changes to the shop and field. 
Daily, xerography is contributing fresh and major economies to industry xX E a oO xX: 
and government. It will pay you to investigate its benefits. Write today. 
The Haloid Company, 58-195X Haloid Street, Rochester 3, New York. 
Branch offices in principal U.S. and Canadian cities. 
(For more information, see last page) 
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Wray your best customer 
just got a busy signal 


When customers phone, they want you—not a busy 
signal: But, if your switchboard is jammed with in- 
side calls, outside calls have to wait. 

A p-A-x business telephone system is the answer. 
P-A-X is your own private dial telephone system for 
calls within your organization. It is fully automatic 
... entirely independent of your switchboard. Leaves 
your present board free to handle outside calls swiftly 
and efficiently. 

Good things happen when you install p-A-x. Time 
is saved. Employees dial their calls, right from their 
desks—instead of walking to other offices. Executives 
get action—instead of ‘Sorry, no lines.”” Customers 


phoning in get you the first time they call. 


There are no toll or rental charges for p-A-x. You 
own the system. And it soon pays for itself. ig 


We'll be glad to send you an interesting case his- 
tory brochure that tells how p-A-x is saving impor- 
tant money daily in a business like yours. Write 
today for your copy. Automatic Electric Company, 
Northlake, Illinois. In Canada: Automatic Electric 
Sales (Canada) Ltd., Toronto. Offices in principal 
cities. 


A X business telephone systems 


AUTOMATIC <= ELECTRIC 
A member of the General Telephone System — 
One of America’s great communications systems 
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JUNIOR CONTINUOUS 


MODEL A 





Photostat® Junior Continuous 


PHOTOGRAPHIC COPYING EQUIPMENT 


Many companies with an increas- 
ing demand for photocopies are 
turning to the easy to operate, fast- 
producing Junior Continuous Mod- 
els of Photostat Photographic Copy- 
ing Apparatus. 


The three models available, offer 
“in office” operation, even their loca- 
tion may be desk side for maximum 
convenience. They are complete 
and self-contained. Prints are deliv- 
ered dry, collated and ready for use. 


Photocopies made may be 10” x 
14” or smaller, — from subjects up 


“») 








Your hay ts comple phtocyfy witefation 


PHOTOSTAT 


PHOTOSTAT CORPORATION 


to 20” x 28”. Finger tip control pro- 
vides copies in as great a quantity 
as needed, as often as desired. Up to 
six prints per minute may be made. 


Photostat Corporation sales-serv- 
ice offices are located in principal 
cities throughout the country. Our 
trained personnel will be pleased to 
give you complete details about any 
of these models. Write us for the 
address of the one nearest you. 


PHOTOSTAT CORPORATION 


P.O. Box 1970-C ¢ Rochester 3, New York 







PHOTOSTAT 
is the 
trademark 
of 










PHOTOSTAT 
CORPORATION 
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Short cuts with Recordak Microfilming 


Latest reports on how this low-cost photographic process is simplifying routines 
for more than 100 different types of business . . . thousands of concerns 





ENDS RETYPING COURT MINUTES 
FORT WORTH, TEXAS 


Taking pictures with a Recordak Microfilmer has eliminated 
the retyping of minutes for U. S. District Courts in the 
Northern District of Texas. This saves the time of three full- 
time deputy clerks, frees them for other court work. And it 
provides an error-free, more compact record—the equivalent 
of three 500-page volumes can now be kept on a single roll of 
Recordak Microfilm and vault-stored for greater protection. 





OMAHA, NEB. 


Popular bandleader Mal Dunn considers his arrangements 
every bit as valuable as a retailer’s accounts receivable records 
—without them he’d be out of business. 

A low-cost Recordak Junior Microfilmer lets him photograph 
the 10,000 single-page arrangements in his library for a fraction 
of a cent apiece. Not only does this increase protection, it also 
saves hours of reference—lets him check any arrangement 
quickly in the Junior’s film-reader. Facsimile copies can also 
be made quickly from these films when needed. 


For more information, 
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LETS YOU FIND PICTURES IN SECONDS 
NEW YORK, N. Y. 

Hailed as the greatest advance in microfilming history, 
Kodamatie Indexing—an exclusive feature of new Recordak 
Reliant M icrofilmer—saves time every time you view your films. 

You simply dial code numbers before feeding batches of 
items into Reliant and ‘‘guide”’ lines are recorded right on the 
film. When you view your films (illust.) these lines lead you 
right to the pictures you want. New system lets you photo- 
graph batches of work at random—instead of in sequence— 
and still find pictures faster than ever before. 


See how Recordak Microfilming can help you 
0 In Accounting © Branch-Home Office Communications 
O Billing © Drafting and Engineering 
© Market Research and Sales Analysis © Personnel 
Record-protection and Space Savings 
Free booklet, ‘Short cuts that Save Millions,” gives typical 
examples of how Recordak Microfilming cuts costs for more 


than 100 types of business. For more specific help, call in a 
Recordak Systems Man. No obligation whatsoever. 


SRECORDORK ic iviienrs 


(Subsidiary of Eastman Kodak Company) 
originator of modern microfilming— 
now in its 30th year 
eceecesececsece « MAIL COUPON TODAY... 
RECORDAK CORPORATION 
415 Madison Avenue, New York 17, N. Y. 


© Send free copy of ‘Short cuts that Save Millions.” 
—) Have a Recordak Systems Man contact me. 
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Name. Position___ — 
Company 
Type of business ro c 
Street _ 
City State 7 
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PHILLIPSBURG INSERTER JOINS BELL & HOWELL 
FAMILY OF FINER PRODUCTS THROUGH IMAGINATION 


«sseeee.NOw Serving the mechanized 
Mail Processing needs of the world! 


Today, Chicago is a neighbor of 
Phillipsburg, New Jersey—because modern methods 
and needs of business made it so! 

Bell & Howell, Chicago, recently 
acquired the company which manufactured the 
famous Phillipsburg Inserter. Thus, to the world- 
renowned family of Bell & Howell products is now 
added the leading line of Phillipsburg Inserters — 
made in Phillipsburg, New Jersey. 

Continuing the tradition of pioneering 
and leadership of its predecessor (Inserting & Mail- 
ing Machine Company ), Bell & Howell Phillipsburg 
now offers all users of mail processing equipment 
the expanded marketing and service fa- 
cilities of an international organization. 
It is natural for Bell & Howell, one of the 
great pioneers in motion picture and 





photographic equipment, to add another leader, 
namely, the Phillipsburg Inserter, which revolution- 
ized mail processing. 

As science progresses, Bell & Howell 
will help business and industry perform their mis- 
sions with greater speed, accuracy and flexibility. 
When management requires the flow of ideas 
through the printed word...the conviction of a 
picture...or the clarity of sound, Bell & Howell 
equipment can be depended upon. 

Toward this end, Bell & Howell 
Phillipsburg is proud to present the Phillipsburg 
Inserter, which pioneered mechanized mail fulfill- 
ment 30 years ago and is continuing to widen the 
horizons of business...through mail communi- 
cations in every part of the world! 


® PRODUCTS THROUGH IMAGINATION 
Bell & Howell 
Phillipsburg 


PHILLIPSBURG, NEW JERSEY 
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Successor to Inserting and Mailing Machine Company 

















Now, every office can control 
Payables, Receivables, 
Payroll, General Ledger 


with one versatile unit 


With just a single accounting tool, even small 
and medium-sized firms can today establish 
a mechanized accounting department. Larg- 
er firms, too, can now have efficient decen- 
tralized accounting. Flexibly, economically 
— without specialized personnel. The new 
McBee General Records Poster handles all 
your accounting work. Accounts payable, ac- 
counts receivable, payroll, general ledger — 
any operation where related records can be 
created simultaneously. With greatest speed 
and simplicity. 

Your nearby McBee man will be glad to 
demonstrate the new General Records Post- 
er. Phone him, or send us the coupon below. 


$37 5O Forms extra — in stock, 


or printed to your order. 


VICBEE 


GENERAL RECORDS POSTER 


ROYAL MCBEE Corporation 
Port Chester, N.Y. 
In Canada: The McBee Co., Ltd., Toronto 16 





TO: McBee General Records Poster MM 
Royal McBee Corporation 
Westchester Avenue, Port Chester, N. Y. 
Please send me complete information 
on the new General Records Poster 


Name 





Firm 





Address___ 
T ype of Business 


No. of Employees____ 
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Even the wastebasket can go — there’s one inside this desk 


How to be a “clean desk” man 


Take a good look around your office tomorrow and 
see all the clutter on top of desks. A lot of valuable 
space and time are being lost there. 
These same desk workers could get more done if 
they sat at new Shaw- Walker ‘‘Clutter-Proof” Desks. 
Fully 75% of the things that drift around on 
other desks have a specific place inside this desk. 


my “Built Like o 
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New “Clutter-Proof" Desk has ingenious 
ability to lend a hand to a man at his work 


CORO C REO E EEE EEE EE SHEE EEE EEE EEE ESOS EEE SEEE SESH EEEEEEEEES OSES EEEEEEEHEEEEEE EE EHESEEEEEEEED 


GHAW-WALKE 





In the organized drawers there are 
off-the-desk trays for incoming, out- 
going and pending letters, off-the-desk 
space for work organizers, work sepa- 
rators, deferred projects, tickler, 
binders, books, pads, forms, card lists. 
And imagine this—there’s even an in-drawer waste- 
basket and in-drawer phone! 

With a Shaw-Walker ‘‘Clutter-Proof’’ Desk 
usable working space on the desk is actually doubled. 

See these new ‘‘Clutter-Proof’’ Desks at our 
branch or dealer store, or write Shaw-Walker, 
Muskegon 70, Mich. for our 252-page Office Guide. 


Largest Exclusive Makers of Office Equipment 
Muskegon 70, Mich. Representatives Everywhere 
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Savings through the back door 


This is the time of the pinch, the profit squeeze. 
Call it what you will, keeping costs down, finding 
ways to make less money do more work is one of 
management’s prime objectives today. Our transpor- 
tation specialists have been able to help many com- 





52 TERMINALS IN 18 STATES 
COAST-TO-COAST SERVICE 


FAST, DEPENDABLE, SURE 


panies effect unexpected economies in transportation 
and at the same time speed up shipments. They can 
help you, too. Have someone in your organization 
check with Interstate System on your transportation 
needs. We're in the Yellow Pages. 






INTERSTATE 


SYSTEM 


More than a truck line — a transportation system. 


INTERSTATE MOTOR 


FREIGHT 


SYSTEM, 


Grand Rapids, 


(For more information, see last page) 
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These booklets—promotional and otherwise— 
contain ideas of possible profit to you. For free 


copies, simply circle corresponding key numbers 
on the Reader Service Card in back of issue. 


FOR FREE COPIES, USE READER SERVICE CARD 
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Appraising executive vaive 

A four-page rating form, “Guide 
for Analysis of Men, Jobs and Organ- 
ization,” has been developed by Ed- 
ward N. Hay & Associates, Inc. 

It provides definitions, notations, 
symbols and spaces for systematically 
checking an executive’s performance 
against the job’s controlling aspects 
of know-how, problem-solving and 
accountability. 

Though this tool is specially de- 
signed for firms using the Guide 
Chart-Profile method to evaluate jobs 
and establish sound salary standards, 
other companies may glean workable 
ideas from it which they can adapt 
to their own systems. 

For a free copy, circle number 618 
on the Reader Service Card. 
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Films on methods improvement 

More than 70 films, many in color 
and sound, describing work simpli- 
fication are included in the 1958 edi- 
tion of the Industrial Management 
Society film rental catalog. A de- 
scription of each 16mm film is cap- 
suled and rental costs are quoted. 

The films run about 10 to 15 min- 
utes and picture “before” and “after” 
phases of training methods and work 
simplification. projects in both plant 
and office operations. All the films 
are award winners in the annual 
Methods Improvement Competition 
sponsored by the society. 

For a free catalog, circle number 
622 on the Reader Service Card. 
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Pay policies and practices 
Standard Oil Co. of California has 
stripped the mystery from pay deter- 
mination in a newly-published book, 
“People and Paychecks.” 
The 74-page illustrated work, 
which reviews the pay plans evolved 


by Standard, presents a frank dis- 
cussion of its policies and how they 
are put into practice. Chapters cover 
details of job descriptions, methods 
of job evaluation, design of pay struc- 
tures and administration of pay plans. 

Special sections are devoted to sci- 
entists and technicians, and to service 
in foreign countries. 

For a free copy, circle number 621 
on the Reader Service Card. 
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About marketing problems 

A practical booklet by Bruce Payne 
& Associates tells how a company 
can become marketing-oriented. It 
approaches marketing from a_ top- 
management standpoint and reviews, 
with case histories, how several firms 
have solved marketing problems. 

Three conditions of marketing lead- 
ership discussed are: 1) top-manage- 
ment recognition of marketing; 2) 
awareness of constant change in mark- 
ets; and 3) ability of marketing exec- 
utives to see beyond their own de- 
partment. 

For a free copy, circle number 609 
on the Reader Service Card. 
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Fine office furniture 

Contemporary wood office furni- 
ture is richly illustrated in a brochure 
by The Leopold Co. Actual room 
settings are shown. Complete specifi- 
cations, including finishes and cover- 
ings, are given for a wide variety of 
modern off-the-floor desks, tables, 
chairs, filing cabinets, bookcases and 
other office pieces. 

For a free copy, circle number 617 
on the Reader Service Card. 
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How to conduct meetings 
“Meetings Are What You Make 

Them” is the name of a new guide 

for supervisors and executives on the 


techniques of leading productive 
meetings. Published by Henry Strauss 
and Co., Inc., the 15-page booklet 
includes several helpful check lists for 
preparation of the leader and of 
the physical surroundings. 

Charts cover symptoms of individ- 
ual and group attitudes, actions in 
meetings, and recommended methods 
of effectively handling them. The 
presentation winds up with practical 
do’s and don’t’s for successful confer- 
ence leadership. 

For a free copy, circle number 619 
on the Reader Service Card. 
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Photodrafting technique 
Engineering drawings usually re- 


‘quire a certain amount of training, 


knowledge and visualization to inter- 
pret. With the combination photo- 
drawing technique, recommended by 
Eastman Kodak, engineering data is 
easily visualized by anyone. 

The simple method is detailed in 
a 12-page illustrated booklet. Titled 
“Photodrawings,” the booklet covers 
making the picture negative, equip- 
ment and materials needed, making 
the master, and various reproduction 
methods. 

For a free copy, circle number 616 
on the Reader Service Card. 
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Graduates seeking jobs 

Just issued is the “1958 Directory 
of College Graduates Available for 
Business Personnel.” The selected list, 
published by Alpha Kappa Psi, na- 
tional business fraternity, presents 
photographs and brief summaries of 
136 qualified college and university 
graduates now seeking employment. 

Among candidates listed are those 
with majors in accounting, adminis- 
tration, finance, management, market- 
ing and sales. 

For a free copy, circle number 620 
on the Reader Service Card. 


NOTE: Other editorial items and most advertisements in this issue are key coded 
for your convenience. Use Reader Service Card to request additional details. 
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“We’ve eliminated 24 
of our paper work 


... with our new 
Ozalid Order-Writing 
and Invoice System” 






IT BEGAN ONE DAY LAST YEAR. | WAS 
TALKING TO OUR METHODS MAN... 
WE PUT ON 2 MORE BILLING TYPISTS... 
+ AND STILL OUR BILLS ARE LATE! WHY? 
; LET ME SHOW YOU 
} SOMETHING... 


ALL THOSE ARE WASTED RE-WRITING OPERATIONS. OUR 
SALESMEN WRITE ORDERS. THEN WE TYPE THE SAME 
THING OVER ON SHIPPING TICKETS, ACKNOWLEDGE- 
MENTS, BILLS, BACK ORDERS. THE SAME DATA! 


I'M SURE YOU'LL BE ABLE TO 
HANDLE ALL THAT PAPER 
WORK IN JUST ONE WRITING— 
WITH AN OZALID SYSTEM. 

LET ME EXPLAIN IT... 




























IN FACT, PURCHASING’S 
INSTALLING THEIR OWN 
OZALID SYSTEM. THEY 

LIKE OURS SO MUCH! 


RIGHT AFTER THAT WE LOOKED @ gm 

INTO THE OZALID SYSTEM... e 
©. 
* 













... AND WE'RE TURNING OUT 
PAPER WORK FOR NINE DIFFER- 
s ENT DEPARTMENTS FROM THE 

SALESMAN’S ORIGINAL. OZALID 
BEATS RE-TYPING ANY DAY. 
NO ERRORS, TOO! 








| | MUST ADMIT | WAS SKEPTICAL 
AT FIRST, BUT THIS OZALID SYSTEM 
IS TERRIFIC. WE CUT OUR CLERICAL 
' EXPENSE 80% ... OUR BILLS GO OUT * 
THE SAME DAY! on 






r 













: 
3 


4 VINGS STORY 
SEND COUPON FOR FULL SA 


Lowest Cost Per Copy 
Ozalid Direct Copying ends wasteful ‘“‘repeat writing’’ in 
every department...makes dry, perfect copies in seconds. 
And a letter-size sheet of Ozalid paper costs you less than 
a penny—lowest cost per copy of any copying process. 


OZALID 


DIRECT |COPY|L SYSTEMS 
ory] 


A Division of General Aniline & Film Corporation 
In Canada: Hughes Owens Company, Ltd., Montreal 


Ozalid, Dept. T-4 
Johnson City, N. Y. 


Please send more information on Ozalid One-Writing 
systems for these departments: 


[] Purchasing [_] Order-Invoicing _{_] Accounting 


f 


Name 





(PLEASE PRINT) 
Position 





Firm 





Address 





I 
I 
| 
l 
I 
| 
[] Receiving [J Production Control [] Engineering | 
I 
l 
I 
J 
I 
! 
| 


r-------------- 
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A National System simplifies the accounting set-up at the 
American Oxygen Service Corp. 


Nati 1A Bachi 





hen Andounte Receivable, Payables, Payroll, Sales Analysis, Demurrage Bill- 
ing, and General Ledger records. 
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4. Brocker, Assistant Secretary of the 
American Oxygen Service Corp. 


“Our Calional Roviom 
saves us ‘11,620 a year... 


returns 51% annually on investment. ’’— American Oxygen 


“We installed a National Account- 
ing System to handle our expanding 
bookkeeping department,” writes J. 
Brocker, Assistant Secretary of the 
American Oxygen Service Corp. 
‘“‘We find that a National System 
saves us so much time over our pre- 
vious method that it quickly pays 
for itself through savings! 

‘*Now that we have a National 
System, our records are always 
posted to date. Even with a 50% in- 
crease in volume, vital business in- 


formation is immediately available 
at all times. Our Nationals are easy 
to operate, too, which makes it easier 
for us to train new employees. 

“By increasing the efficiency of 
our operation, our National System 
saves us more than $11,820 a year, 
returns 51% annually on our invest- 
ment!” 


NlaplX, Chol hi/ 


Assistant Secretary of the 
American Oxygen Service Corp. 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


989 OFFICES IN 94 COUNTRIES 


12 


(For more information, see last page) 


Service Corp., 
Harrison, N, J. 


Your operation, too, can benefit from 
the time- and money-saving features of 
a National System. Nationals pay for 
themselves quickly, then continue to 
return a regular yearly profit. For com- 
plete information, call your nearby 
National representative to- 
day. He’s listed in the yellow 
pages of your phone book. 


Le RCNONIIED 





*TRADE MARK REG. U.S. PAT. OFF. 





ACCOUNTING’ MACHINES 
ADDING MACHINES «+ CASH REGISTERS 
wer paper (No Carson Reauiren) 
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Learn How This Problem of Extra 
Seating Can be Solved... 
Send for “Reserve Seats” Brochure 


If extra seating is a problem in your office, you can profit from the ex- 
perience of a Chicago Executive Office. Searehing for a flexible seating 
scheme,’ the office turned to Clarin and’ found préstige “Reserve Seat- 
ing” that combined minimum storage, maximum mobility and adaptive 
efficiency with luxurious, decorator-designed beauty. Now, your office 
too,can have “Reserve Seats” always ready—whether for VIP visitors 
or day-to-day use by associates. Send for the new “Reserve Seats” 
brochure, see how you can provide better seating at lower cost. 


CLARIN 
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Executive Chair and Conference Room Furniture by Domore Chair Company, Inc., Elkhart, Indiana 


YOU WORK IN STYLE AND COMFORT WITH 
U. S. NAUGAHYDE® and U.S. KOYLON® FOAM 


FINEST IN VINYL UPHOLSTERY FINEST IN CUSHIONING 


lf your office isn’t as comfortable and attractive as it might be, executive 
furniture upholstered with U.S. Naugahyde and cushioned with U.S. Koylon 
Foam is the answer! Elastic* Naugahyde and deep-dimensional Breathable* 
Naugahyde are not only colorful and luxurious looking, but need the minimum 


of care to keep them fresh and clean. Next time you buy office furniture specify 


Naugahyde tailored over Koylon Foam...it’s the perfect combination of impres- 





sive styling and long-lasting comfort! *Patent applied for 


US United States Rubber 


Coated Fabrics Dept., Mishawaka, Indiana 





(For more information, see last page) 
14 MANAGEMENT METHODS 














ESA ee RE SS: 


AEE oN 





“ROE PRR 


C5 a RRR go 


pam 
























PN —e VISIBLE 








is the availability of 
source material 

provides accessible filing 
of the products of : 


bs AUTOMATION 








s e 
83 ees ece 8° +24 


Pa 


eeece Seed %3.°e By 












Kiectrshic meshlign gasslilis ches scents tal 
tapes at astounding speed. Once punched they 
become permanent records to be used over. and 
over again. Acme Visible and equip-— 
ment provide for filing and fast finding, with 
SEEABLE indexing that speeds the handling of 
thie ippneciat te hoe peice Sa ee 


se ou 3°s*? a 


2 tt Soe see 2 see 










-  e6ere 








eee 



























6 
: ACME VISIBLE RECORDS, Inc., Crozet, Virginia 
- [] We are interested in Acme Visible Equipment for records. 
stoke the man prom pteme ; [] Have representative call. Date ins pact 
to show you samples ia Compony___ oie Pose RE 
Address__ i sae Me EAE: seins 
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(For more information, see last page) 
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Buy lighting as you 
buy office machines...and 
you'll demand DAY-BRITE 


DAY-BRITE MOBILEX® and TROFFERS boost efficiency for Federal Life Insurance Co., 
Chicago. CHILDS & SMITH, Architect and Engineer. GERHARDT F. MEYNE CO., 
General Contractor. HULTGREN ELECTRIC CORP., Electrical Contractor. 


CORRALOUVERS® cut “looking time" in Supply Department. 





You wouldn’t buy most office machines without first seeing a 
demonstration. Follow the same procedure when investing in what is 
potentially the most productive of all office equipment: 


lighting fixtures. F MDECIDEDLY BETTER™ 
In any side-by-side comparison, the advantages in lighting efficiency DAY:B RITE 
and economy assured by decidedly better Day-Brite fixtures are \ Lighting Graturis 


apparent. So don’t buy any lighting equipment without seeing a 
Day-Brite table-top demonstration. Call your Day-Brite representative, 
listed in the Yellow Pages. 





Z-150 


Day-Brite Lighting, Inc., 6282 N. Broadway, St. Louis 15, Mo. 
Day-Brite Lighting, Inc., of Calif., 530 Martin Ave., Santa Clara, Calif. 


NATION’S LARGEST MANUFACTURER OF COMMERCIAL AND INDUSTRIAL LIGHTING EQUIPMENT 


(For more information, see last page) 
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RECENT COURT CASES 





By Benjamin Newman 


Tax Attorney, Koenig and Bachner, New York. 


THE QUESTION 


A residence is sold at a financial loss. Can the loss 


be tax deductible? 


Tue Facts —In 1948 an individual 
purchased a lot and immediately 
started building a home on it. Con- 
struction was completed late in 
1950. Prior to its completion, the 
taxpayer discussed the possibility 
of selling the house with the 
builder, who was to be a partner 
in the sale. However, no agree- 
ment was reached on this matter. 
The house, which had never been 
occupied by the owner, was sold 
at a loss in 1950. 

The taxpayer's 1950 income tax 
return listed his occupation as a 
grocer; his 1951 return showed his 
occupation as a “speculative build- 
er” and he listed a $22,000 loss 
resulting from speculative build- 
ing, contending that the loss was 
sustained in a transaction entered 
into for a profit. The Commissioner 
of Internal Revenue disagreed and 
disallowed the loss as an ordinary 
business loss. It was the commis- 
sioner’s position that the house was 


the taxpayer's residence and had 
never been used for income pro- 
ducing purposes. 


Tue Rutinc —The U. S. Tax Court 
held that the loss was properly 
disallowed. The house had never 
been rented or otherwise appro- 
priated to income producing pur- 
poses. Furthermore, continued the 
court, the taxpayer never stated 
on what date he turned his pro- 
posed residence over to business 
use. He had also failed to estab- 
lish the fair market value of the 
house at the time he claimed he 
appropriated it for income pro- 
ducing property. This value would 
have been his basis for determin- 
ing a loss. Accordingly, the com- 
missioner’s position must be sus- 
tained, concluded the court. (Es- 
tate of Joseph D. De Lucchi, de- 
ceased, etc. vs. Commissioner of 
Internal Revenue, US Tax Court, 
decided Dec. 20, 1957.) 





THE QUESTION 


For how long a period after a tax return is filed 
may the Commissioner of Internal Revenue assess 


additional deficiencies? 


Tue Facrs —A fire destroyed all 
the books of a nursery owner. 
Both the taxpayer and the com- 
missioner agreed to reconstruct 
the taxpayer’s income for the years 
1944-1947 by using the “net worth 
method.” Under this procedure, 
one’s assets at the end of the pre- 
ceding year, as determined by to- 
taling all bank accounts, proper- 
ties, etc., are subtracted from the 
assets owned at the end of the 
following year. The difference is 
the income for the latter year. 

™m order to determine the total 
assets, it was necessary to assign 
dollar values to items such as in- 
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ventories, improvements to resi- 
dence and living expenses. The 
nursery Owner compromised with 
the commissioner on the living ex- 
penses figure, but objected to the 
values the commissioner assigned 
to inventories and residence im- 
provements. 

The taxpayer had filed returns 
for 1944 through 1946 in 1947 and 
his return for 1947 in 1948. The 
commissioner's notice of deficiency 
(his notification that he disagrees 
with your return and claims a 
greater amount for the govern- 
ment) was mailed in 1952. Nor- 
mally the notice must be mailed 





A Message to Executives 
Seeking a New Plant Site 





Check these 3 Important 
Plant Location Advantages in 


PENNSYLVANIA 


100% financing 


for your new plant 


Complete financing on lease- 
purchase plan—low interest rate— 
deferred amortization. Plant 
“shells” now being readied for 
completion. Inspection welcomed. 


Improved “tax climate” 


No capital stock and franchise 
taxes—no machinery and equip- 
ment taxes—no stock transfer tax 
—no state personal income tax— 
reduced manufacturer’s sales tax. 


Plant location services 


Staff specialists available to serve 
industry, engineering firms, man- 
agement consultants, industrial 
realtors and others with fully de- 
tailed plant location data. 





For free copy of pamphlets on 
these Pennsylvania Plant Loca- 
tion Advantages, write or call: 


PENNSYLVANIA DEPARTMENT OF COMMERCE 


U 


Main Capitol Building 
1007 State Street, Harrisburg, Pa. 
Phone: CEdar 4-2912 


U 


(For more information, see last page) 
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Prominent Users of Strathmore Letterhead Papers: No. 133 of a Series 


A miniature energy cell 
operates the new Hamilton 
Electric Watch with 
precise, constant accuracy, 
without ever winding. 





Cr4) MAMILTON WATCH COMPANY 


it Om 


time for Quality! 





Business executives will tell you that the time 
for quality is always...and in every detail. They choose letter- 
heads, for instance, very carefully—knowing their correspondence 
is widely observed. They are aware it would be shortsighted to 
settle for second best when first quality papers — Strathmore let- 
terhead papers—are available. For this reason, the Hamilton 
Watch Company selected Strathmore for executive stationery 
that properly reflects corporate character. Ask your supplier to 
show you how a Strathmore paper will help express the quality 
of your company in your letterhead. 


Hamilton Watch Company began manufacturing 
watches in 1892, principally for railroads. Since that time, 
Hamilton’s production has expanded to include quality watches 
of all types, all known for their “railroad accuracy.” Just this 
past year, Hamilton pioneered in an exciting new development 
in watchmaking — the world’s first Electric Watch. 


STRATHMORE LETTERHEAD PAPERS: STRATHMORE PARCHMENT. STRATHMORE SCRIPT. 
THISTLEMARK BOND, ALEXANDRA BRILLIANT, BAY PATH BOND. STRATHMORE WRITING. 
STRATHMORE BOND, ENVELOPES TO MATCH CONVERTED BY OLD COLONY ENVELOPE CO. 


STRATHMORE THIN PAPERS: STRATHMORE PARCHMENT ONION SKIN. STRATHMORE BOND 
ONION SKIN, STRATHMORE BOND AIR MAIL. STRATHMORE BOND TRANSMASTER, REPLICA. 


GS 
STRATHMORE 


MAKERS OF FINE PAPERS 
STRATHMORE PAPER COMPANY, WEST SPRINGFIELD, MASSACHUSETTS 


BETTER PAPERS ARE MADE WITH COTTON FIBER 





(For more information, see last page) 





















within three years of the date of 
the filing of the return or it is 
barred by the Statute of Limita- 
tions. A question, therefore, arose 
as to whether the commissioner 
had any right to assess the addi- 
tional tax claimed. 


Tue Rutinc—After determining 
what the tax should have been in 
each of the years in question, the 
Tax Court compared the amounts 
determined with the amounts actu- 
ally paid. It found that in three of 
the four years the determined 
amount exceeded the amount paid 
by more than 25%. Under the 1939 
Internal Revenue Code (the code 
in effect during the years in ques- 
tion), where the unreported 
amount is more than 25% higher 
than the reported figures, the per- 
missible mailing date for the no- 
tice of deficiency is not limited to 
three years from the date the re- 
turn was filed. In other words, the 
Statute of Limitations in such a 
situation is extended to five years. 
The difference involved in the 
fourth return, however, was less 
than 25%, so taxpayer did not have 
to pay extra for that year. 

What figures did the court use 
in determining the correct tax pay- 
able for each year? The commis- 
sioner’s, to a large extent. The court 
operates under the theory that the 
commissioner's figures are correct 
unless a taxpayer can show them 
to be clearly unreasonable. The 
burden of proof is on the taxpayer. 
Of all the values assigned by the 
commissioner, this individual suc- 
cessfully challenged two. 

The court held that the com- 
missioner’s figures for inventory 
value were unreasonable because 
they were determined arbitrarily. 

The taxpayer’s determination of 
inventory value was acceptable 
because it was based upon statis- 
tics supplied by the State Agricul- 
ture Department. 

The other figures of the commis- 
sioner which were found unac- 
ceptable by the court were those 
labeled “improvements to resi- 
dence.” Here, apparently,-the com- 
missioner had gone overboard, for 
the residence named was not the 
taxpayers and the money paid for 
improving it was not the taxpayer’s. 
(S. O. Bynum vs. Commissioner of 
Internal Revenue, Tax Court, de- 
cided Jan. 31, 1958. ) 


MANAGEMENT METHODS 








APRIL 1958 





A ‘ I Years of trouble-free service in every detail! 


desks are individually “tailored” for every job in the office. 


The best looking and most ruggedly constructed desk ever produced falls short unless it 
makes its user’s work easier. 

Art Metal desks have been developed with all three of these requirements in view. 
In appearance they speak for themselves—and for their owner too. Their construction 
reveals modern casemaking skill at its best. And in dozens of ways Art Metal desks 
make office work easier. One is clearly illustrated...the box drawer that coasts 
out all the way to place two cross-files at its owner’s fingertips. Saves time. Steps 
up output. Saves the cost and space of supplementary filing equipment. 

With engineering advances like this and with three complete lines of 
desks, Art Metal makes it easy to tailor each ‘office work station 
to individual job needs. Consult your local representative 
now—he’s listed in the Yellow Pages—or write 
Art Metal Construction Co., Jamestown 4, N. Y. 


making offices better for business since 1888 


National sales and services through branches 
and dealers in more than 800 cities. 


(For more information, see last page) 
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In speed, in accuracy, in overall performance, 
Monro-Matic® Calculators are far ahead. Where 
other calculators depend on human decision, 


—— 


Monroe Calculators work automatically saving 
time, saving money, reducing errors. 


Monro-Matic Calculators are being bought today 
by top companies like these: 


| | 

CONTINENTAL | | Kimberly-Clark 
i€ | 

| Wabsea: ED corporation 


For the greatest savings...choose the world’s 
most advanced calculator... 


VA 
oT -t-mlal-miue te migelaa| MO 


PTE, LATE NIORTAI TET ETRE FI STREET 


tor CALCULATING 


+) ADDING + ACCOUNTING 


i ‘o ny, !Inc., Or 
Monroe Calculating Machine Company, Inc., Orange, New Jersey SivaibaGee ce ue earn 
Offices for sales and service throughout the world 


ERRATA YS 


(For more information, see last page) 
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Now...to help you meet the big Profit Challenge of 1958 





Compact Voicewriter model VPC-1 is 
always ready for work—offers two-way 
savings as dictating machine and tran- 
scribing unit. 


Edison Voicewriter can show you the way to 
new office efficiency for as little as *1728 a month 





Now’s the time to help every office in 
your organization cut paperwork costs 
and step up office productivity—and noth- 
ing can do these two timely jobs like an 
efficient Edison Voicewriter. 

Ready to go to work for pennies per 
day, a compact Voicewriter model VPC-1 
can do double duty as a dictating instru- 
ment and secretarial transcriber. And— 
because it’s an Edison product— you know 
its real dictating equipment, built for 
years of economical operation. 

For as little as $17.28 per month, you 
can equip any executive in your organiza- 
tion for complete home, office, or on-the- 
road dictation—to give him the kind of 
extra flexibility and efficiency today’s busi- 
ness demands. And, at the same time, you 


Edison Voicewriter 


a product of Thomas A. Edison Industries 
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equip his secretary to turn out more work, 
more accurately, thanks to the famous 
Edison diamond disc. Incidentally, it will 
pay you to look into Voicewriter for help 
in handling your own office work-load. 
Most organizations find the Voicewriter 
pays for itself in executive and secretarial 
timesavings within the first year you use it. 


For equipment and systems to meet 
every dictating need—look to Edison 
the organization that pioneered modern 
dictating equipment, dial-telephone and 
network dictation, and the new ALL- 
PURPOSE Edison Voicewriter. 


Why not get the full story on Voice- 
writer savings in your office through an 
Edison five-day, on-the-spot check? For 
details mail the coupon today. 





(For more information, see last page) 





FOR THE LARGER OFFICE, Edison 
Televoice centralized dictation systems 
—using either your inter-office dial 
phones or Edison dictating phones — 
offer unmatched convenience and 
savings. At low unit cost, you can put 
Televoice dictation at the fingertips of 
every individual in your organization. 











| Edison Voicewriter Division | 
Thomas A. Edison Industries | 
| McGraw-Edison Co., West Orange, N. J. 

| In Canada: 32 Front St. W., Toronto, Ont | 
| Please send me, without obligation | 
| ©) Information on 5-day office survey | 
| © Information on monthly-pay plan | 
| | 


[ Literature on Voicewriter 


Name 





Co. 
Address 











AN MM SURVEY REPORT OF COMPANY PRACTICE 





What is top management's role in 


In this comprehensive M/M survey, top man- 
agement reveals the extensive part it is now 
playing in company advertising programs. 





America’s __ busi- 
ness and industrial management 
spends a relatively small portion of 
its working day with advertising 
campaigns, but it is making most 
of the decisions, including the se- 
lection of media, according to 
MANAGEMENT METHops latest sur- 


vey. 


WHAT THEY SAID 


1. If your company were to halt its advertising 3. Assuming your company’s sales and/or profits 
right now, how seriously do you think this would ff went down 10% last year, would you be inclined 
affect sales during the rest of the year? to: 


Little if at all 


13% 


Reduce advertising budget 
Increase the budget 


Leave it about the same 


2% 4. In which of these advertising situations do you 


b. How seriously do you think a six-month gap would 
affect sales next year? 
little if at all 


20% 


Moderately 
53% 


Seriously 
25% 


Drastically 
2% 


2. How does your company measure the effective- 
ness of its advertising? 


Basis of over-all sales 


take a personal and active part? 


Determine budget requirements 


Select advertising agency 


Plan advertising themes 


Select media 


Approve individual ads 


Write or edit copy 


5. What portion of your time do you estimate to 


Coupon or inquiry counts 


be devoted to matters directly concerned with your 


company’s advertising program? 


Reports from salesmen 


We don’t try 


Research studies 


ther 





1% to 3% 
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advertising ? 


Executives who took part in the 
survey—virtually all of them com- 
pany presidents—said their role in 
advertising ranged from determin- 
ing budget requirements (a job 
shared by 78% of them) to writing 
or editing of copy (7%). Forty- 
eight percent said they also se- 
lected agencies, 45% plan the ad- 
vertising themes, 43% select media, 
and 40% approve individual ads. 

They are doing all this in very 
little time. 

Slightly more than half of the 
presidents surveyed said they 
spent no more than 3% of their 
working day on advertising mat- 
ters. For 2% of them, advertising 
took up to a fifth of their time. 

Companies represented in the 
survey covered the business spec- 
trum, from manufacturing, service, 
retail, wholesale and_transporta- 
tion, to banking and insurance. 
The firms ranged in size from 100 
to 3,000 employees. 

Management's major role in ad- 
vertising appeared to be no reflec- 
tion on the abilities of the profes- 
sionals, either members of their 
own staffs or those of an agency. 
Nearly all the executives surveyed 
—83%, in fact—said they were sure 
the advertising people fully under- 
stood the company’s advertising 
goals. Only 2% disagreed, and 15% 
said they weren't sure about this. 

Confident, apparently, of the re- 
lationship between advertising and 
profits, the presidents were fairly 
well agreed that to halt advertis- 
ing now would mean a sales slump 
for the rest of the year. Almost 
half of them said the decline 
would be “moderate.” Thirteen 
percent predicted it would be 
“serious,” and 2% believed it would 
be “drastic.” 

Fifty-three percent of these 
same executives said a six-month 
halt in advertising now would 
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MONEY | LOW INTEREST UP TO 100% 
WAITING RATES FINANCING 


...in a friendly community combining “room to grow” 
with quick access to key markets, plenty of water and 
other resources, and suppliers. 





Is the high cost of financing delaying your expansion pro- 
gram? It needn’t. 


Low-cost financing plans offered now by communities in the 
29,000 sq. mile, 5-state area served by West Penn Electric are 
the answer to your problem. They enable you to occupy one 
of the easily adaptable plants now available or move into a 
new plant made to order. In either case, you will be dollars 
ahead in operating costs. 


For details on available sites, plants and financing, phone our 
Area Development Department—HAnover 2-9183—or send 
in the coupon below. 


West Penn 
Electric System 


Monongahela Power Company 
The Potomac Edison Company 
West Penn Power Company 


f 
' 
I 
I 
I 
! 
I 
i 
! 
4 


WEST PENN ELECTRIC SYSTEM, Room 1008 

50 Broad Street, New York 4, WN. Y. D 
Without obligation, please send me infor- 
mation about available buildings and sites, 


and the assistance offered by you and the 
communities in your service area. 


Name and Title 








Firm 
Address 
City Zone State 














(For more information, see last page) 














your company is judged 


by the office you keep! 





Across America, Cole Steel Equipment has been chosen to conve, 
the character of famous corporations, important small businesses 
and thousands of distinguished professional offices. Through func- 
tional design, Cole Steel furniture increases efficiency and adds 
dignity to your office. Dollar for dollar the greatest value in 


Send for our latest catalog _ steel furnityre. Create a “new look” for your office — with Cole. 


Cole Stee! Equipment Co., Inc. - 415 Madison Ave., New York 17, N.Y. - Canada: 329 Dufferin St., Toronto, ont. (¢ COLE-STEEL® 





cause a moderate slump in sales 
next year. A fourth of them thought 
the drop would be serious. 

In support of these beliefs, 80% 
of the presidents said they would 
neither increase nor decrease bud- 
gets in event of a decline of as 
much as 10% in their own sales or 
profits. Fifteen percent said they 
would increase the budget under 
these conditions, 5% said they 
would cut budgets. (They obvi- 
ously react more conservatively to 
a decline in the general business 
economy. ) 

Although the various benefits of 
advertising are inevitably related, 
58% of those queried said their 
primary target in advertising was 
to build the company name. Only 
18% said they sought to attract cus- 
tomers or inquiries directly. 

Interestingly enough, however, 
45% said they looked to overall 
sales to measure the effectiveness 
of their advertising. Eighteen per- 
cent said they made no effort to 
determine effectiveness, and only 
7% relied on research. 





A review of 


current surveys 








Incentives for scientists 


Better incentive systems for re- 
search scientists would go a long 





way in improving their perform-. | 


ance, according to a survey report- 
ed in Personnel, American Man- 
agement Association publication. 

Authors George A. Peters and 
Max Lees questioned two groups 
of scientists on the subject of in- 
centives. The first group consisted 
of 102 non-supervisory scientists 
and technicians in a large research 
organization. The second was made 
up of 70 scientists enrolled in grad- 
uate evening courses at Stevens 
Institute of Technology. 

When asked about salaries, 74.5% 
of Group One and 49.9% of Group 
Two said scientists’ salaries are low- 
er than they should be. However, 
only about 15% of both groups felt 
they would work with more en- 
thusiasm if their salaries were 
raised. Money, per se, eyidently 
was not uppermost in the minds of 
the scientists questioned. It seems 
clear, the authors added, that scien- 
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COTTON* makes good connection 
with Automatic Electric 











































*Fairfax Towels used by Automatic 
Electric Company are supplied by | 
Chicago Towel Company. 











@ From its beginning as the originator of the dial telephone in 1892, 
Automatic Electric Company has come a long way. As the leading manu- 
facturing unit of General Telephone, its vast new facilities at Northlake, 
Illinois, provide 35 acres of floor space under one roof, designed for efficient 
straight line production of telephone equipment and relays, switches and 
other components used in automation and electrical control. And because 
a “house” of this size demands extremely efficient housekeeping, too, Auto- 
matic Electric provides its 8,000 employees continuous cotton toweling, in 
plant and office washrooms. 

The companies using cotton towels or toweling have found that they 
improve employee relations and speed up washroom traffic. And, of course, 
reduced maintenance costs are also important. 

Why not see what cotton can do in your plant or building? For free book- 
let on cotton towel service, write Fairfax, Dept. R-4, 65 Worth Street, 
New York 13, N. Y. 
















































































Here’s How Linen Supply Works... 

You buy nothing! Your linen supply dealer furnishes 
everything at low service cost—cabinets, pickup and 
delivery, automatic supply of freshly laundered towels 
and uniforms. Quantities can be increased or de- 
creased on short notice. Just look up LINEN SUPPLY 
or TOWEL SUPPLY in your classified telephone book. 


Clean Cotton Towels... 
Sure Sign of Good Management 


<2 Po, 


fairtax Towels ‘@ 
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WEST POT 
MAMUFACTURING CO 


WELLINGTON SEARS COMPANY, 65 WORTH STREET, NEW YORK 13, N. Y 
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SALESMEN 


RA What a salesman 
‘Sw the Cross pencil 
or pen becomes when 
your company insignia 
or production minia- 
ture is beautifully 
finished on it! 

Everyone appreciates 
a gift of this quality. 
It’s ideal for anni- 
versaries, award din- 
ners, and every special 
occasion .. . they make 
plain good selling sense 

. and the cost is less 
than you think. 

Write us today. We will be 
pleased to send you prices and 
to show you what we have done 

for many progressive, 
sales minded companies. 
Pens, pencils or sets 
available in 12K gold 
filled or glistening 
chrome. 


IRONS «RUSSELL 


COMPANY 


INDUSTRIAL DIVISION 


Easbtens Manufacturers ae 1861 
95 Chestnut Street, Providence 3, R. |. 


(For more information, see last pag:) 
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tists’ interest in higher pay repre- 
sented rather a desire for higher 
status or more recognition. 

Out of 18 incentives listed, pay 
was ranked fifth by one group and 
13th by the other. Rates most im- 
portant were pleasure of doing re- 
search and enjoyment of challeng- 
ing work. 


What influences agency choice 


Almost $1 billion of business a 
year is switched from one adver- 
tising agency to another. In an ef- 
fort to find out why, Edward A. 
Altshuler, management  consult- 
ants, came up with these figures 
after a series of questionnaires and 
interviews with major advertisers 
in the west: 

Of the five most mentioned fac- 
tors influencing agency selection, 
70% of the companies rated crea- 
tive ability as most important. 
Market research facilities ranked 
next with 50% Knowledge of 
product and industry scored 40%. 
Publicity facilities and media se- 
lection tied in place of importance 
with a 30% vote of the advertisers 
queried. 

For a free copy of this statistical 
abstract, circle number 610 on the 
Reader Service Card. 


Paid holiday practices 


The liberal policy of paid time- 
off followed by New York City 
firms is shown in a recent survey by 
Office Executives Association. Of 
the 265 widely varying companies 
questioned, 44% reported 10 or 11 
paid days off per year. Holidays 
observed, by percentage, are: 


Independence Day 100% 
Labor Day 100% 
Thanksgiving 100% 
Christmas 100% 
New Year’s Day 99% 
Memorial Day 99% 
Washington's Birthday 90% 
Election Day 54% 
Columbus Day 51% 
Lincoln’s Birthday 43% 
Veteran’s Day 31% 
Good Friday 26% 


Day after Thanksgiving 5% 


Day after Christmas 3% 
Rosh Hashana 2% 
Yom Kippur 2% 


Nationally, firms average only six 
paid holidays a year, but 95% grant 


a minimum of seven days off. 
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WHY DID 


NORTHWESTERN 
MISSISSIPPI 


GET 22 PLANTS 
IN ONE YEAR? 


Write for a free industry-poten- 
tial study covering your specific 
business. These special analyses 
were prepared by Fantus Area 
Research and show why the 
profit-potential of Northwestern 
Mississippi brought progressive 
firms such as these to the DELTA 
COUNCIL AREA: 


WESTINGHOUSE 
AMERICAN HARDWARE 
BAXTER LABORATORIES 


CONMAR PRODUCTS 
MiSSiSSiPPi CHEMICAL 
COOPERS, INC. 


If you are considering a South- 
ern move—use our staff to help 
you plan. Our research and de- 
velopment staff is organized to 
lend gratis assistance to manu- 
facturers for the facts they need 
to make an objective location 


analysis. 
For a specific study 


FREE: of your company’s 


profit potential in Northwestern 
Mississippi, write, phone or wire— 


Industrial Development 
Department 


DELTA 
COUNCIL 


STONEVILLE 1, 
MISSISSIPPI 
Telephone: 

Leland, Mississippi 1000 











(For more information, see last page) 
MANAGEMENT METHODS 











wi 


AL 








APRIL 1958 





NEW 
MOSLER 

NO MORE FILING GYMNAST/CS! REVO-FILE | 
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Only Mosler’s Revolutionary rotary active card file can: Cut 
reference time to 1% seconds. Revo-File makes flap-flipping and 
tub-tugging old-fashioned. One quick spin gives you your card. 
Save 500% in space. Mosler Revo-File contains five times as 
many cards as other systems hold in the same space. Reduce all 
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No extra work! It’s amazing! Send coupon today. 
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NEW MOSLER REVO-FILE | . 
the modern rotary card file... 
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An interview with Harry J. Johnson, MD 


Director, Life Extension Examiners, New York 


You don't have to die 


in your prime 


Here is the transcript of a frank conversation with a prominent phy- 


sician, a man who for 25 years has helped guard the health of thou- 


sands of top business executives. In these straightforward answers to 


M/M’s questions, he tells what you can do now to lengthen your life 


and increase your chances for a long, fruitful and active career. 


mes = Dr. Harry J. Johnson is 
a leading authority on executive health. 
For the past 25 years, he has been direc- 
tor of a medical service organization 
known as Life Extension Examiners, 
whose principal function is to pre- 
vent illness among business executives 
through regular health examinations. 

In the course of his long career, Dr. 
Johnson has examined the bodies, habits 
and health records of literally thousands 
of management men. He is thus unique- 
ly qualified to advise executives on how 
they can best attack their special prob- 
lems of emotional and physical stress 
which today carry the bulk of the blame 
for the increase in degenerative dis- 
eases. 

Many executives come to Life Exten- 
sion Examiners under company-spon- 
sored health examination programs. Dr. 
Johnson and his staff also serve business 
by establishing and operating medical 
departments for various companies or 
groups of companies. 
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“However, says Dr. Johnson, “one 
of our primary services is to provide 
peace of mind to worried executives 
who are relieved to discover they are 
perfectly healthy.” 

Life Extension was founded in New 
York in 1914 by businessmen, not med- 
ical men. Among the founders were 
former President William Howard Taft 
and Irving Fisher, a professor of political 
economy at Yale University. In these 
past 44 years, Life Extension Examiners 
has examined nearly three million per- 
sons. In addition to its heavily-staffed, 
well-equipped New York headquarters, 
it also maintains a nation-wide network 
of more than 500 private physicians. It 
gives no treatment, performs no opera- 
tions, maintains no hospitals. 

Industry today is well aware of the 
hard fact that it often loses key men to 
failing health at a time when their value 
is greatest. In this exclusive interview, 
Dr. Johnson tells both the executive and 
his company what they can do about it. 








A noted physician 


gives answers 


to these questions: 


How can |! avoid a heart 
attack? 


What about my diet? 


A drink at lunch doesn’t 
hurt me, does it? 


How can | tell when I’m 
working too hard? 


How can I really relax? 


What about sleeping pills? 


Smoking—how much is too 
much? 


Is a three-week vacation 
enough? 


How can my wife help pre- 
serve my health? 


Physical exams—how 
often? 

















“Executives are reasonably healthy ... but their high income 





As director of Life Extension Examiners, Dr. Johnson heads large staff, plus national network of physicians. 


Q. Dr. Johnson, it is popularly as- 
sumed that the nature of an execu- 
tive’s job puts an extreme strain on 
his health. In general, do you agree 
that this is true? 


A. Not necessarily. We find that 
executives as a group, are reason- 
ably healthy. There is no unusual 
health hazard to the job of execu- 
tive as compared to any other kind 
of job. The real problem would 
come in the nature of the living 
habits of the executive compared to 
those of the average worker. The 
worker gets more sleep, more exer- 
cise, takes better care of himself, 
dissipates less. The executive has 
extra-curricular demands on_ his 
time which deprive him of the rest 
and relaxation that the worker en- 
joys, and thus _ jeapordizes his 
health. His higher income bracket 
allows him greater luxuries which 
may tend to interfere with good 
living habits. 
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Q. But aren’t these extra-curricular 
demands part of an executive's job? 


A. No. We have found that most of 
these extra activities are literally 
that—extra—and have nothing to do 
with an executive's job. 


Q. You have mentioned sleep and 
exercise. What other factors are im- 
portant to an executive’s health? 


A. Regular vacations. Many execu- 
tives feel that they just can’t get 
away, that they have to stay on the 
job. That, to my mind, is an out- 
standing health hazard. In indus- 
try, top management should insist 
that every executive get away for 
regular vacations. 

Q. Is a two-week vacation or a 
three-week vacation enough for an 
executive? 

A. He should have two vacations a 


year. Three weeks in the summer 
and two to three weeks in the win- 


ter. That would really be an in- 
vestment by industry—not an ex- 
pense. It would increase an execu- 
tive’s usefulness, efficiency and life 
expectancy. 


Q. Why this emphasis on vacations? 


A. Because, first of all, an execu- 
tive’s normal habits are often not 
too good. When a man gets off on a 
vacation he has the benefit of a 
complete physical change. And that 
change we find very helpful for 
anyone. But the executive seems to 
need it more than others because 
of the length of his working day, 
the activity, the tensions that he 
builds up inside him. 


Q. Are there any other executive 
“bad habits?” 


A. Yes. Eating too much; many 
times drinking a little too much; 
certainly smoking too much. The 
average executive doesn't get near- 
ly enough exercise. He walks about 
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as little as he possibly can. We 
should urge every executive to get 
more exercise. We're quite con- 
vinced that the normal antidote to 
emotional stress and strain is physi- 
cal exercise. When a person is play- 
ing golf or swimming, he hasn’t a 
thought in the world about his bus- 
iness problems. He is completely 
diverted. 


Q. Let’s take the average executive 
—age 40 to 55. What kind of exer- 
cise would you recommend? 


A. If he is well—and of course he 
should have an annual health ex- 
amination to establish his physical 
limitations, that is very important— 
but assuming he is well, and most 
executives are well, he should cer- 
tainly walk from 15 to 20 minutes 
two or three times a day. That 
would be basic. On top of that he 
should golf, swim or bowl, or any- 
thing else he likes that is fun for 
him. 


Q. How about exercise like tennis, 
or other extremely active sports? 


A. It would be well for a person 
past 40 to omit the tennis, the hand- 
ball, etc., because the average exec- 
utive hasn’t enough time to do it 
regularly. He will just do it spo- 
radically and this body of ours 
can't take marked changes in physi- 
cal demand when we are past 40. 
We also have what we term the 
“weekend athlete.” He is the health- 
minded fellow who gets off Friday 
and all weekend it’s golf, swim- 
ming, dancing. He has a terrific 
time and comes back to the job on 
Monday pretty well worn out. But 
he feels satisfied and he thinks he 
has done himself some _ physical 
benefit. He actually has done him- 
self a lot of physical harm. The 
“weekend athlete” should be dis- 
couraged. He should limit himself 
to moderate forms of exercise and, 
above all, get extra sleep over the 
weekend, not follow a lesser sleep 
routine, 


Q. What is the point of modera- 
tion? Is there some “rule of thumb” 
a man can apply to tell if he is 
exercising too much? 


A. If there is a feeling of exhaus- 
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allows luxuries which interfere with good living habits . . . 


tion, a feeling of fatigue which does 
not disappear fairly promptly after 
a reasonable rest period, that per- 
son has over-done it. 


Q. How much sleep does a man— 
an executive in this 40-to-55 age 
group—require? 

A. To really feel well and to be 
most efficient and experience a 
sense of well-being during the wak- 
ing hours, very few people can cut 
it much under eight hours. There 
are some who can get by with 
seven—but I don't believe there 
are any who get by with less than 
seven without paying for it. 


Q. In what way do they pay for it? 


A. A shorter life expectancy and in- 
creased incidence of degenerative 
diseases. 

Q. Let’s take a hypothetical case of 
an executive who works hard all 
week and when he gets off the 
commuter train Thursday evening 
he is really tired. But he has a 
board of education meeting that 
night and he is supposed to deliver 


“Lack of sleep 
may mean a shorter life 


for an executive.” 
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a report. What should he do? He is 
exhausted. Should he go anyway, 
or should he telephone and say, 
“I just can’t make it?” 


A. He should sit down with himself 
and re-evaluate his whole life; de- 
cide what is important, what he 
raust do, what he would like to do 
and what he can do. He must re- 
alize that even the best horse can 
be ridden to death. If he’s pushing 
himself beyond his capacity he is 
riding for a fall. He should resign 
from the board of education and 
give himself more time for his regu- 
lar job and for the diversions he 
needs so much. Let more retired 
men assume responsibility on the 
board of education and all the 
other community affairs. 


Q. Well, isn’t it true enough, Dr. 
Johnson, that these able people are 
the ones who are needed in these 
various activities? Is it right to sug- 
gest that they should pull back and 
devote themselves to less activities 
on behalf of their own health? 


A. Yes. Those who feel the strain. 








































A tired man wouldn't be worth 
much on a board of education. His 
contribution would be very limited 
and he would be doing himself a 
lot of harm without benefiting any- 
one else very much. There are, of 
course a great many other execu- 
tives who have plenty of energy 
and time to do these extra things. 
They should take over. 


Q. You have put a great deal of 
emphasis on sleep. But as you 
know, some executives can’t sleep 
because of the things they have on 
their mind. What about sleeping 
pills? 


A. Very helpful under unusual cir- 
cumstances. To be discouraged as 
a routine procedure. Sleep is habit. 





“The length of an executive's 
life is often in direct 


relationship to his weight.” 


We can get ourselves out of the 
habit of sleeping very easily and it 
is very difficult to get back into the 
habit again. All of us should strive 
as hard as we can to maintain good 
sleeping habits. 


Q. Does this mean going to bed at 
a set hour every night? 


A. Not every night, by any means, 








Q. Dr. Johnson, do you be- 
lieve a company should pro- 
vide a program of regular 
physical examinations for its 
executives? 


A. Yes. More and more companies 
are beginning to do it, although, 
frankly, we are amazed at how rela- 
tively few companies have any 
kind of health service available to 
their executives. 


Q. How often do you feel an execu- 
tive should have a physical check- 
up? 


A. The annual examination has 
been pretty well established, if an 
executive feels well. However, our 
thinking is changing. We feel an 
executive should have medical 


counsel available at all times, so 
that if he experiences an unusual 
ache or pain he can determine its 
significance immediately. Too many 
executives tell me they have had a 
pain in the chest for weeks, or 
even months, and that they de- 
layed doing anything about it be- 
cause they knew they were coming 
in for an annual examination. Some- 
times, serious damage is caused by 
such delays. 


Q. Do you feel examinations are a 
company responsibility? 


A. The company certainly benefits 
by it. And we have found that the 
individual will not do it on his own. 
But if there is a company program, 
he will avail himself of it. 


Q. Isn’t it the purpose of your or- 


ganization, Life Extension Exam- 
iners, to offer an examination pro- 
gram especially for companies? 


A. Yes. We assume all the responsi- 
bility for it. The company submits 
to us a list of personnel eligible 
for the service, together with each 
man’s birth month. We find this 
helpful in getting them in, because 
their wives soon learn that the 
examination is due during the 
month of the husband's birthday, 
and remind their husbands about it. 


Q. What kinds of examinations do 
you offer? 


A. There are several. The one we 
feel is optimum requires four hours 
and is as intensive as any examina- 
tion needs to be, unless there are 
special symptoms that require fur- 
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if interesting things are coming 
along. Diversion and relaxation are 
extremely important. But on the 
other hand, just to sit up for the 
late late TV show doesn’t make 
sense. 


Q. You said that eating too much 
is one of the bad habits executives 
get into. Why? 


A. All of us were born with an ap- 
petite far beyond what we need to 
keep the machine going. Food is 
readily available to the executive 
because he is in the higher income 
bracket and he is able to buy most 
anything he wants. We have our 
business luncheons that are on ex- 
pense accounts and it is awfully 
tempting to have what the appe- 
tite dictates. Again, appetite is 
habit. If we get ourselves accus- 
tomed to eating a good-sized lunch 
every day, we feel starved if we 
just settle for a salad. Also, execu- 
tives often get to discussing things 
during lunch and are not mindful 
of how much they eat. So they get 
into these habits of an increased 
intake of food with the very serious 
accumulation of weight. Weight to- 





day is the outstanding health haz- 
ard. Unfortunately, we see it fre- 
quently in executives. Heart dis- 
ease, high blood pressure, diabetes, 
all tend to come on at an earlier 
age in the overweight person. Their 
life expectancy is in direct relation 
to weight. 


Q. Is there such a thing as an 
executive diet? 


A. An executive should eat enough 
food to keep his weight at a normal 
level. There is no rule that says a 
man should eat 1,200 calories or 
2,000 calories or 5,000 calories— 
whether he is a laborer or an execu- 
tive. The scale is the guide. If a 
man’s weight is normal and he 
maintains that weight he can eat 
anything and everything he wants 
to. On the other hand, if he tends 
to gain weight then he has to cur- 
tail it. No matter how little he eats, 
he must eat less. I would recom- 
mend, of course, the curtailing of 
the fats in the diet first. They are 
the highest calorically and there is 
some evidence to indicate that 
there is a relationship between 
blood cholesterol, arteriosclerotic 
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ther investigation and more study. 


Q. Are reports of examinations 
made available to anyone other 
than the person examined? 


A. Absolutely not. We feel there 
are two sacred principles: first, 
that a person’s health is a confiden- 
tial matter between him and his 
doctor and, second, that examina- 
tions should be voluntary and not 
forced even though the company 
pays for it. The only exception to 
the rule of confidential reports is 
when men are sent to us by com- 
panies for pre-employment exami- 
nations with the understanding that 
a report will be sent to the com- 
pany. Industry does have a right 
to know what it is hiring, health- 
wise. 


Q. How many companies are par- 
ticipating in your executive health 
examination program? 


A. We are serving more than 300 
companies now. 


Q. Many small companies feel they 
don’t need an executive examina- 
tion program. Do you agree? 


A. No. They need it even more than 
a large company because they lack, 
of necessity, executive depth. The 
loss of one key man to them is 
much more serious than it is in a 
large company. Actually, the small 
amount of money it costs a com- 
pany for such a program is insig- 
nificant compared to the value of 
the executive whose health is pro- 
tected. 
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changes in the blood vessels and fat 
intake in the food. 


Q. You often read about the im- 
portance of breakfast. Is it true 
that breakfast is the most impor- 
tant meal of the day? 


A. There is no evidence to justify 
that. Eating becomes a matter of 
habit. We get accustomed to a 
light breakfast and we feel per- 
fectly fine, do a good morning's 
work, and we're ready for lunch 
when the times comes. A great 
many executives have very light 
breakfasts. An equal number have 
big breakfasts. They both do just 
as much work and are equally well 
physically. 


Q. What about drinking coffee dur- 
ing the day? 


A. Of course, it should be discour- 
aged. There is a significant amount 
of caffein in every cup of coffee. 
Coffee is in itself a very palatable 
beverage and serves a useful pur- 
pose as a food adjunct. But when 
we lean on it as a chemical stimu- 
lant, then we are being foolish. 

(Continued on next page) 











































| have seen are those who 


do not take their work home.” 


Q. Would a “tea break” be prefer- 
able to a “coffee break?” 


A. The important thing is the 
“break.” The actual nourishment or 
stimulant received is secondary. It 
is primarily a chance to relax. 


Q. Dr. Johnson, you also indicated 
that executives tend to drink too 
much, What about the cocktail at 
lunch time? 


A. The cocktail at lunch should be 
eliminated completely. It serves no 
earthly purpose from a health point 
of view. Some of our executives 
convince themselves that they need 
a cocktail at lunch. I have told 
them repeatedly that it is utter 
childish nonsense. It actually inter- 
feres with their efficiency in the 
afternoon. It slows down mental 
function and physical activity. 


Q. What about the cocktail before 
dinner? 


A. That we encourage. A drink be- 
fore dinner for the executive is 
good medicine, if he is well. At the 
end of the day a drink is a relaxer. 
It settles him down. His meal is 
more enjoyable to him and the 
evening takes on a more pleasant 
glow. But we say only one drink. 
My usual instruction is to have one 
drink for me, after that they are 
on their own. We have justified one 
on the basis of medication. We can- 
not justify another. 


Q. Are you strongly opposed to 
someone having a couple of drinks 
after dinner? 


A. We _ discourage after-dinner 
drinking. If a person is going to 
have two drinks or possibly a third 
it would be far better to have them 
before dinner than one before and 
one after. We have found that peo- 
ple who drink after dinner do not 
feel as well the next day. 


Q. What about the man who al- 
ways has two or sometimes three 
drinks every evening? His system 
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adjusts to it and he feels well the 


next day. Is this type of moderate 
drinking harmful? 


A. The physical harm from mod- 
erate drinking is slight. There is no 
evidence to indicate that two or 
three drinks a day in the normal 
person in any way damages his 
health. Alcohol to excess, of course, 
is harmful. 


Q. Could we move on to the sub- 
ject of smoking, Dr. Johnson? First 
of all, do executives tend to smoke 
more than other workers? 


A. Yes, I think they do. The aver- 
age cigarette consumption of the 
executive is amazingly high, well 
over a package a day and, unfor- 
tunately, sometimes, two packages 
plus. 


Q. How severe a health hazard is 
this? 


A. We discourage all excesses. 
There is considerable evidence to 
suggest that there is a relationship 
between lung cancer and excessive 
smoking. And there certainly is for 
coronary heart disease. So, from a 
health point of view, smoking 


should be discouraged. 


Q. What is your usual advice to a 
heavy smoker? To quit altogether? 
To cut down? 


A. Where we have some evidence 
of coronary heart disease, or an 
ulcer, we say no smoking. On the 
other hand, when a person is per- 





fectly well and he enjoys smoking 
we ask him to curtail it to a pack- 
age a day. Everything we do for 
pleasure involves some risk. Life 
would be pretty dull if we denied 
ourselves the things we enjoy be- 
cause of the hazard involved. We 
would never ski, play golf, climb 
mountains or even drive a car. The 
joy experienced from smoking can 
justify some risk. We urge people 
to limit their smoking to the num- 
ber of cigarettes they really enjoy, 
to make each “smoke” a pleasurable 
experience, not a response to an 
habitual impulse. One pack a day 
should be plenty. Each person must 
decide for himself if the fun of 
smoking justifies the risk involved. 


Q. Do you have any method to 
recommend for someone who 
wants to quit smoking? 


A. There is only one way, and that 
is to quit smoking. I have found 
that when a person has sufficient 
reason to quit smoking, it is not too 
difficult. However, it is unfortunate 
that a person has to get sick first. 
We contend that if discontinuance 
of smoking is important enough 
when there is evidence of coronary 
disease, it is certainly more impor- 
tant before evidence of coronary 
disease appears. 


Q. You’ve talked about vacations, 
exercise and other means of easing 
the tension an executive tends to 
build up. What else can a man do 


(Continued on page 57) 
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By Joseph R. Barr 


Alexander & Alexander, Inc., New York 


If your company personnel travel 


You need travel insurance 


Most companies agree that when an executive or em- 


ployee is injured while traveling on business, the company 
is obliged to do the “right thing’—or suffer the conse- 
quences of shattered employee morale. Doing the right 
thing can be extremely expensive. Thus, travel insurance 
becomes a protection for both employer and employee. 


memes Last year U. S. 
common carriers transported well 
over a billion inter-city passengers. 
If your company is like most, a 
fair and increasing share of these 
passengers were your employees, 
traveling for business reasons. And 
if your company is like most, you 
provided travel accident insurance 
—whether or not you planned it 
that way. 

A case can be made for the idea 
that accidents that happen in the 
course of business travel are not the 
company’s responsibility. Never- 
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theless, most employees (including 
top executives) apparently don't 
look at it that way when it comes 
right down to making their own 
trips—as witness the millions of 
dollars worth of insurance pur- 
chased at airline, rail and bus 
terminal vending machines and in- 
surance booths, the major portion of 
which is charged to company ex- 
pense accounts. 

The fact that so many of these 
policies are sold indicates that em- 
ployees and executives are not 
unaware of the statistical danger 
in which company travel may in- 
volve them. And the fact that few 
managements take action to dis- 
allow these expense items means 
that the company has tacitly ac- 
cepted the responsibility. 

The only question thus is not 
“should we have travel accident 
insurance?” but “how much?” and 
“what kind?” Many companies in 
recent years have found that travel 
insurance, like life insurance, can 
be purchased much cheaper on a 
group basis. The company thus 
builds employee goodwiil and saves 
part of the money which would be 


spent in any case on individual 
policies. 

A recent survey of 692 large and 
small companies by the American 
Management Association turned up 
this information about company 
group travel accident plans: 

379 companies have a plan cover- 
ing all employees. 

51 companies cover executives 
only. 

174 companies do not carry travel 
insurance. 

88 companies do not carry this 
insurance but are interested. 


The increasing risk 


Of the 430 firms which indicated 
they have a company travel acci- 
dent policy, over 300 have added 
this insurance within the past five 
years. This trend indicates that 
many companies are recognizing 
the fact that more of their people 
are traveling and they are traveling 
more miles. 

Prior to World War II only top 
executives and salesmen traveled 
frequently, but today junior execu- 
tives, engineers, and key tech- 
nicians are often away from their 
office days at a time; and even 
clerical workers are often assigned 
to branch plants or sales confer- 
ences and conventions. The speed 
and ease of travel today, and diver- 
sification and expansion of industry, 
probably produce a total travel 
mileage in your company many 
times that of 10 years ago. This 
is likely to be true even without 
the spectacular 100,000-mile-a-year 
man, who in most firms grows more 
common each year. (Turn page) 





The new risks of business are 
sometimes not fully covered by the 


individual’s personal accident 
insurance. As a result, they can dis- 
rupt an employee's plan for the 
protection of his family. If he buys 
travel accident insurance on his 
own it costs him much more than 
the company would pay on a group 
basis. 

Companies further realize that in 
many states, benefits payable under 
Workmen’s Compensation are 
grossly inadequate protection for 
even junior executives and key 
technicians. Also, cases involving 
personal accidents—such as auto- 
mobile collisions—may take years to 
come up on crowded court calen- 
dars. 


What coverage is best? 

Travel accident insurance is one 
of the most flexible types being 
written and a competent insurance 
broker or agent can tailor it pre- 
cisely to your needs. In general 
there are three types of coverage: 


1. Common Carrier. Although the 
most restricted of the three, this 
policy provides adequate protection 
against a wide range of travel haz- 
ards. Common carrier covers almost 
all conveyances on which a fare 
is paid: airlines, railroads, steam- 
ship lines, bus lines, subways, street 
transit, taxicabs and ferries. 


2. Any Conveyance. The major 
advantage of this coverage is that 
it includes private passenger auto- 
mobiles and rented cars, as well 
as common carriers. Coverage does 
not stop here, however, but also 
applies if the insured employee is 
struck by or is injured while riding 
on anything normally used as a 
conveyance that rolls, flies or floats. 


3. 24-Hour Business Travel. Acci- 
dents on a business trip are not 
necessarily confined to the travel 
itself. A fall down a flight of stairs, 
a fire, the slip in a hotel bathtub, 
the error in operation of a strange 
factory’s machine: all can be equal- 
ly costly. Under this type of acci- 
dent insurance the employee is cov- 
ered during the entire time he is 
away, including his off-hour person- 
al activities. This type of coverage 
is most popular with companies re- 
porting in the AMA survey; 181 out 
of 430 chose it. 
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Any policy can be extended. to 
cover company aircraft. Aviation 
protection (both airline and com- 
pany plane ) is also available alone. 
Because of the varied nature of 
present-day travel, however, it is 
usually included under a broader 
travel accident policy to provide 
higher maximum benefits. 


How much does it cost? 


Travel accident insurance is not 
expensive in comparison with many 
other basic employee benefits. Just 
how much it would cost any one 
company, of course, depends on the 
needs and exposures of that com- 
pany. However, among the three 
main types of coverage, Common 
Carrier is unquestionably the 
cheapest. Any Conveyance might 
cost 50% more, and 24-Hour Busi- 
ness Travel might be 100% more 
than Common Carrier. 

For example, a manufacturer in 
the textile field has a travel acci- 
dent policy covering its 550 em- 
ployees, of whom some 50 sales- 
men, executives and technical men 
travel regularly. Since an increasing 
amount of the travel is being done 
in company cars, management 
found that its Common Carrier 
policy, which was costing $750 a 
year, was not providing adequate 
coverage. Any Conveyance cover- 
age, at $400 more, would have 
solved the problem; however, the 
company’s insurance broker 
pointed out that for an additional 
$300 a year, all employees would 
be covered 24 hours a day for all 
accidents while on business travel. 
This was the policy chosen. 

These figures would be higher or 
lower for any other company, de- 
pending on: 

1. Number of days of business 
travel annually. 

2. Range of benefits to be paid. 

3. Number of traveling employees. 


How is employee protected? 


Most companies set flat maximum 
sums for death, double dismember- 
ment or total loss of sight, the AMA 
survey found; and generally half of 
the sum is payable for loss of a 
single limb or the sight of one 
eye. The 430 companies carrying 
travel insurance, however, set vary- 
ing limits of protection: 

231 set $50,000 as maximum 
sum for all employees. 
130 chose amounts varying from 


$51,000 to $100,000. 

50 established limits between 
$101,000 and $500,000. 

19 set a limit based on salary 
(two or more times annual 
salary, for example). 

Optional coverages may also pro- 
vide payments for permanent total 
disability, medical expenses, or 
weekly indemnity to cover loss of 
salary. These benefits are used to 
supplement Workmen’s Compensa- 
tion and other employee protection 
plans. 

How do the group travel plans 
work out in actual practice? The 
three case examples which supple- 
ment this article are taken from 
our own experience. They show 
just three of the ways that manage- 
ment has used travel insurance to 
solve its travel problems. 


World-wide travel of 
consulting engineers 

Corporation A, 
a New York firm 
of consulting en- 
gineers with a 
history of liberal 
employee _ bene- 
fits used to attract 
and hold the 
highest type of 
man. Thus there was no question 
about approval of expenses for in- 
dividual travel coverage which the 
engineers began to buy when they 
began using airlines as a regular 
method of travel in the mid-thirties. 

In 1938, however, the comptroller, 
who was also the insurance manager, 
took steps to cut costs in a tight 
economic period by arranging a 
blanket airline policy for all em- 
ployees. The group plan immediately 
reduced total outlay for travel in- 
surance by half. 

During the war, the engineers 
found it necessary to use railroads 
and buses more frequently, and ac- 
cordingly the basic aviation policy 
was broadened at slight additional 
cost to cover travel on all common 
carriers. 

In 1949 Corporation A became 
involved with construction projects 
in Spain and Africa, and top man- 
agement agreed that engineers sent 
aboard should have complete acci- 
dent protection. Often a broad-scale 
approach to a number of smaller 
insurance coverages proves more 
economical, and in this case we 

(Continued on page 50) 
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by Robert C. Trundle 


President, Trundle Consultants, Inc., Cleveland 


Where to look for 
those BIG cost savings 


Chances are you've already trimmed some fat from over- 


head and operating costs. But have you pierced into the 


key areas where the really big economies can be made? 


Here a perceptive consultant, whose career has been 


spent cutting costs and building profits, pinpoints the 


spots in your operation where profit-saving economies 


can probably be found. 


mes SOME companies 
have tried to cut costs by such 
undramatic means as_ paring 
Christmas gifts, monitoring long 
distance phone calls, and relegat- 
ing out-of-town salesmen to low- 
priced hotels. 

While such attempts often prove 
of some value, in a period of plum- 
meting profits (see chart), they 
can throw management off the 
trail of bigger game. 

The secret of effective cost cut- 
ting is this: look for the big savings 
where you spend the big money. 

In most companies the lushest 
area is probably non-productive la- 
bor. An attack on non-productive 
labor must hit both the executive 
and clerical level. 
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LOOK AT 
ADVISORY 
FUNCTIONS 








At the executive level, advisory 
staff functions offer the greatest 
area for potential cuts. Most such 
functions are potentially capable 
of making definite contributions, 
but in practice they often fall 
short. Individuals are not always 
to blame. Companies sometimes 


underestimate the job to be done 
and fail to allocate sufficient funds 
to get it done well. 

A case in point was a project 
undertaken by a newly re-organ- 
ized company with a past reputa- 
tion for unfair labor policies. Fif- 
teen thousand dollars was invested 
in a public relations program to 
ballyhoo the new and improved 
labor policies of the new manage- 
ment. This was far too small a 
budget to make a dent on the 
public. That year the company’s 
profit picture turned dark. The 
public relations program was ex- 
amined, found wanting and 
dropped. The company should 
never have undertaken the pro- 
gram in the first place unless it 
had the $50,000 necessary to do 
the job right. 

Advisory staff functions often fail 
for other reasons—they are a fad 
of a period, with little intrinsic 
value for the company; manage- 
ment is not geared to use counsel 
effectively; or the men heading the 
function lack the leadership and 
technical skills required. 


LOOK AT 
RECORDS, REPORTS 

At the clerical level, every rec- 
ord, report and activity should be 
studied to determine its contribu- 
tion to the profitable operation of 
the company. The scope of possi- 
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ble savings in paperwork can be 
grasped by recognizing that every 
dollar spent on printing forms 
results in at least $20 being spent 
additionally for processing and 
filing. 

An electronics equipment man- 
ufacturer, who had _ started al- 
most from scratch at the conclu- 
sion of World War II, enjoyed 
sales of more than $100 million 
a year in 1956. Because of cutbacks 
in defense spending, a cost reduc- 
tion program was started. Outside 
management consultants were 
called in to conduct a series of 
ratio-delay studies (a_ statistical 
determination of percentage of 
time applied to assigned tasks). 
As a result, the company’s paper- 
work was streamlined at a yearly 
saving of well over $1 million. 


LOOK OVER THE 
MARKETING 
AREA 








Sales, distribution and the whole 
area of marketing are now recog- 
nized as fertile ground for savings. 
During the recent boom period 
many companies acquired the 
habit of thinking that rising vol- 
ume of any kind necessarily result- 
ed in profit improvement. This is 





“The secret of effective cost cutting is this: 


not always the case. Some mar- 
keting activities are much more 
profitable than others. 

A recent survey of advertising 
disclosed many cases such as these 
two: 


= A toy manufacturer devoted the 
bulk of his cooperative advertising 
program to promoting three prod- 
ucts which provided a good share 
of the company’s volume but little 
or no profit. 


# A laundry equipment manufac- 
turer found that 70% of his adver- 
tising allocation was directed to- 
ward 84% of his accounts. These 
customers, however, contributed 
only one-third of the manufactur- 
er’s profits. The balance of 16% of 
the company’s accounts, responsi- 
ble for two-thirds of its profits, re- 
ceived only 30% of the advertis- 
ing money. 

Obviously, if these two compa- 
nies knew the origin of their prof- 
its, they would direct their promo- 
tion activity at the targets bringing 
the largest profits. 

Distribution costs deserve study. 
A bakery goods company used 
truck delivery, with door-to-door 
solicitation over established routes. 
Profits were low, largely because 
of heavy fixed equipment operat- 
ing costs and the high cost of serv- 
ice selling. After studying alterna- 
tive distribution possibilities, the 
company switched to regular re- 
tail store distribution, supported 
by an intensive consumer adver- 
tising program. The fixed costs of 
the company were reduced, with 


a resulting reduction in the break- 
even point, and increased profit 
possibilities. 


LOOK AT 
YOUR 
INVENTORY 








In many instances, it is impos- 
sible to study distribution costs 
without getting into the field of 
inventory. The cost of carrying in- 
ventory runs in some cases to well 
over 20%, this cost including such 
varied items as obsolescence, stor- 
age room, insurance and interest. 

A shoe manufacturer recently 
discovered that he had $600,000 
more in inventory than he needed. 
He literally squeezed $600,000 out 
of inventory, and used the money 
to improve a plant. In addition, he 
saved a 22% carrying charge on 
the $600,000, or $132,000 in a year. 

Many companies have come to 
the conclusion that inventories 
should contribute to profit in the 
same manner as any other invest- 
ment in assets. This philosophy has 
the effect of keeping inventory 
relatively low, freeing money for 
alternative investments which pro- 
vide greater yields. 

In manufacturing, purchasing 
expenditures generally take some- 
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look for the big savings where you spend the big money.’ 
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KEYS TO 
COST CUTTING 


Here are five base lines that must be established 
before launching a cost cutting program: 
1. Profit volume relationships reveal the com- 
ponents of a company’s profit, and what shifts in 
sales and expenses do to profit. An air conditioning 
manufacturer had an industrial and consumer line of 
products. The industrial products yielded a high mar- 
ginal income, and the consumer line a low one. By 
maintaining a similar volume of both lines, the com- 
pany was able to earn fairly good profits. One day, 
the sales department was re-shuffled. The new sales 
vice president increased the volume of the consumer 
line, since there was a ready market. But in so doing 
he decreased the over-all marginal income to the 
point where profit was jeopardized. The company 
searched for the hole through which profits had es- 
caped. It was found when the executive vice presi- 
dent formed a cost cutting group and insisted that a 
profit/volume study be conducted. 
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2. Pricing can make or break many programs. One 
company in the Northwest did an excellent job of 
cost cutting. Unfortunately, the savings that should 
have gone to profit were passed on to the consumer 
via pricing formulas that were not kept current. 

3. Costing should reveal the fixed and variable 
factor in each expense category so that an analysis 
can be made of the distribution of expenses by 
products, departments, equipment and other cate- 
gories. This analysis should show how various costs 
vary with volume, and whether accurate and proper 
allocation of expenses is being made. 

4. Budgetary controls must have built-in sets of 
warning signals that will indicate whether a go- 
ahead or slow-down in the activity of each depart- 
ment is warranted by business volume and resulting 
profits. 

5. Capital expense and cost procedures in- 
volve methods by which various categories of ex- 
penses are recorded. The method must be prompt, 
accurate and inclusive. There also should be an 
assessment of whether capital expenses made in the 
name of affecting economies are actually accom- 
plishing what they were designed to do. 
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where between 35 and 75 cents 
from every sales dollar, depend- 
ing on the nature of the company. 
When purchasing is not coordi- 
nated with the manufacturing pro- 
gram at the planning stage, but 
rather is conducted on a catch-as- 
catch-can basis, costs rise. The 
purchasing agent of a compressor 
manufacturer received three com- 
parable requisitions for formed tub- 
ing within 10 days and processed 
each order as it came in. If he had 
been apprised of the total require- 
ment in advance, he could have 
cut more than $2,000 from the 
cost, by combining the orders. 


LOOK AT 
MATERIALS 
HANDL'!ING 








Many companies have effected 
savings by specifically charging 
their. purchasing departments with 
responsibility for reducing the cost 
of purchased parts and assemblies. 


Under this system, each item is 
examined to see if it can be pro- 
duced more cheaply. The purchas- 
ing agent of a controls manufac- 
turer, for example, suggested that a 
major section of one product be 
made of a single deep-drawn part, 
instead of from 11 separate pieces, 
six of which required specialized 
machining before assembly. He got 
the idea during a visit to a sup- 
plier’s plant, where a_ different 
type of product, similar in shape, 
was deep-drawn. As a result, he 
was able to cut the finished cost 
of his product by 30%. 

Indirect labor is an important 
factor of cost in most companies. 
In boom times it is tempting to 
add indirect employees to the pay- 
roll every time there is a surge 
in volume. Though at the start 
this is a variable expense, it often 
winds up as a fixed expense. 

One area of indirect labor offer- 
ing excellent cost cutting possibili- 
ties is materials handling. A large 
manufacturer figured his yearly 
materials handling cost at $55 mil- 
lion. By cutting this cost only 1%, 
$550,000 was saved. 

There are four steps in the spot- 
ting of materials handling savings: 

1. Assess the time taken to per- 
form certain materials handling op- 
erations. For example, how long 
does it take to locate items in stor- 


age? Are production machines idle 
solely because of the time required 
to handle materials? 

2. Ask yourself if space is being 
utilized to its fullest efficiency. Are 
aisles and storage areas cramped to 
the point of being bottlenecks? 

3. Ask yourself how many han- 
dling operations are conducted 
manually that could be done faster 
or better with the aid of machinery. 

4. Ask yourself if materials travel 
greater distances than they should, 
either on the production line, or to 
and from the line. 


LOOK AT 
PRODUCTION 
METHODS 











Manufacturing methods are con- 
stantly being improved and any 
company which fails to analyze its 
own methods is missing a good 
savings bet. A Virginia company 
found it could shave $90,000 from 

(Continued on page 70) 








WHERE NOT TO CUT COSTS 


The goal of cost cutting is profit improvement. 

Many cost cuts do not meet this test. 

Some companies reduce or eliminate entirely ac- 
tivities upon which the future health and develop- 
ment of the company depends, such as sales promo- 
tion, research and development. 

One pharmaceuticals manufacturer had nurtured 
a new market for two years, and as it reached the 
brink of breaking even, it fell victim to a cost cutting 
edict. The company lost not only the $500,000 that 
had gone into the activity, but the nascent profit 
contribution as well. 

Another company made such a severe cut in its 
methods and standards department that standards 
became fuzzy. Though the initial economy was great, 


the company found that in a year the labor cost rose 
sharply, far outweighing the original savings. 

Across-the-board directives that demand that all 
divisions reduce their costs by a stated percentage 
can hurt profits. This penalizes the lean, efficiently 
run departments, while leaving fat, mismanaged 
departments still relatively fat and mismanaged. In 
addition, it encourages executives to over-staff their 
departments to compensate for future cuts. 

No company can conduct an effective cost cutting 
program without sound profit planning and cost con- 
trol programs. Without such controls, top manage- 
ment is not likely to know the business is in trouble 
until the situation has become critical. By then, severe 
measures are necessary. 
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Can you afford 
not to 

air condition 
your plant? 


Within the next few years, the experts say, almost half 
of all US plants will be air conditioned. Even now 
more and more companies are coming to realize that 
the old arguments against controlled indoor climate 
are no longer valid. Rare is the business which is im- 
possible to air condition, or the one to which air con- 
ditioning is a luxury. Here are some specific case his- 
tories to show that instead of increasing expenses, air 


conditioning can make money for your firm. 


PACKAGE UNITS can be placed (left to right) 
in the basement, in the office or plant itself, or in the window. 





APRIL 1958 




















mummees T business man- 
agement there is only one funda- 
mental reason to air-condition a 
plant or an office: to show more 
profits at the end of the year. 

At a time when most companies 
are cutting expenditures and seek- 
ing ways to trim operating costs, 
many thoughtful executives are 
giving priority to investments in 
plant air conditioning because of 
the increase in worker efficiency it 
is known to provide. 

Even management men who 
once balked at factory air condi- 
tioning as too expensive, or a prac- 
tical impossibility, have been per- 
suaded to take a new look. Recent 
technical developments have erad- 
icated most old obstacles to air 
conditioning in the minds of many, 
and more and more companies are 
finding it means greater profits, not 
less, in terms of fewer production 
problems and healthier, happier, 
more efficient employees. To manu- 
facturers whose goods are affected 
by temperature, dust and humidity, 
air conditioning can also mean a 
better product and lower mainte- 
nance costs. 

Although it has been estimated 
that only 1% of US plants are air 
conditioned, this figure is rising 
steadily. Rare is the business to 
which it really is a luxury, or the 
plant that is impossible to air con- 
dition. By 1960, experts say, half 
of all factories will be air-condi- 
tioned. (Turn page) 








Does it pay? 

H. Daroff & Sons, a clothing 
manufacturer in Philadelphia, has 
just spent close to $500,000 to air 
condition an ancient factory build- 
ing. Company President Michael 
Daroff thinks it is the best invest- 
ment he has ever made (see box, 
page 43). 

The Rotor Tool Co. of Cleve- 
land, a factory occupying some 
47,000 sq. ft, of space, has been 
air-conditioned since it was built 
in 1952. On the basis of almost 
six years’ experience, the company 
finds air conditioning a must. Costs 
of the system, installed by the 
Worthington Corp., run only 3.4 
cents per hour per employee. Rotor 
Tool figures its production costs at 
about $4.50 per hour per worker. 
Air conditioning, the company says, 
has increased its anticipated pro- 
duction 3% to 5%, clearly paying for 
itself while raising profits signifi- 
cantly. 

Actually, production and worker 
efficiency gains of lesser amounts 
can justify air conditioning. 

A survey compiled by John E. 
Haines, a vice president of Min- 
neapolis-Honeywell Regulator Co., 
showed that in new _ industrial 
plants, increased worker efficiency 
of as little as 1.3% would pay for 
year-round air conditioning. 

For existing plants, in which sys- 
tem installation cost might be 
higher, Haines estimates air con- 
ditioning would pay for itself if 
worker efficiency went up a mere 
1.5%. 

Generally, you can figure that air 
conditioning will cost close to 1% 
of your total operating expenses. 

Production gains of only 1.5%, 
however, would be low. Increases 
of as much as 30% are not uncom- 
mon. 


Other benefits 

What are other advantages of 
air conditioning, benefits that ex- 
tend directly to the balance sheet? 

Harmony—lIn hot weather, work- 
ers get tired faster as the tempera- 
ture rises. With fatigue come short 
tempers; employees beconie hard 
to handle. 

No loafing—Tired, hot, uncom- 
fortable workers knock off more 
for refreshments. Production lags. 
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Mishaps—Hot, tired workers get 
slovenly in their work habits, and 
surveys show that accidents are 
more likely to occur. On-the-job 
accidents are costly to any com- 
pany. 

Absenteeism—Detailed surveys 
show air conditioning is followed 
by as much as 28% reduction in ill- 
nesses which keep an employee at 
home. 

Less turnover—Workers are less 
likely to look elsewhere for a job if 
their plant is satisfactorily air con- 
ditioned. The Sylvania Electric 
Products Inc. plant in Huntington, 
W. Va., reported a 40% decrease in 
factory worker turnover after air 
conditioning was installed. 

Lower maintenance costs—High 
temperatures and humidity mean 
damage to machinery. So does dust 
from windows which employees 
open to seek relief on hot days. Pre- 
cision instruments are especially 
sensitive to heat and humidity. 

In the office, of course, the bene- 
fits of air conditioning are often 
even stronger than in the plant. 
Office workers, irritably sweating 
out a seven- or eight-hour day in a 
sticky, humid office, their clothes 
clinging to the furniture and their 
hands to paper, often demonstrate 
extreme gratitude for air condi- 
tioning. Surveys show air condi- 
tioning can send office worker ef- 
ficiency up as much as 50%, es- 
pecially during hot, muggy weath- 
er. 


What kind of system? 

Air conditioning comes in many 
wrappings. There are central sys- 
tems which, as the name implies, 
distribute artificial climate through 
the building by means of ducts 
from a central cooling plant. 

Package systems are, as the name 
implies, self-contained units like 
the familiar window units, which 
control the air in an immediate 
area. Modified ductwork may be 
attached to some of them to serve 
a larger area. Some systems, both 
central and package, can also op- 
erate year-round, with heat in the 
winter and cold in the summer. 


What's best for you? 
Most air conditioning firms man- 
ufacture both central and package 
(Text continued on page 60) 
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1. 
An ‘impossible’ 


office 
building 


2. 

An ‘impossible’ 
industrial 

plant 


3. 
An ‘ideal’ 
building 
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If you think your old office building can’t be air condi- 
tioned—without extensive and expensive alterations— 
consider the case of the Amicable Life Insurance Build- 
ing in Waco, Texas. 

Four engineers said it couldn't be air conditioned 
successfully. 

A 48-year-old structure, 22 stories high, the Amicable 
for years claimed the distinction of being the Southwest's 
tallest “skyscraper.” In the days when it was built, of 
course, air conditioning was all but unheard of and its 
builders did not provide for the future. 

In 1954, when the building owners invited bids from 
five air conditioning engineers, four of them said the 
Amicable was an impossible job. The fifth, a little more 
imaginative than his competitors, found the answer: an 
unused freight elevator shaft which, he said, could house 


H. Daroff Sons Inc., of Philadelphia, makers of “Botany 
500” and “worsted-Tex” men’s clothing, once operated in a 
steamy, seven-story, block long plant occupying 210,000 
square feet of space. When muggy summer weather 
reached its zenith, Daroff had to close down—usually for 
two weeks, sometimes longer. It was just too hot to work. 
Workers lost their pay, Daroff lost production time it was 
never able to regain, even on overtime operations later. 
Further, on days when summer humidity was at all high, 
the woolen fabrics soaked up moisture from the air, made 
fitting difficult and production lagged more. Humidity is 
always a problem anyway, the result of batteries of steam 
presses. 

For 10 years, Company President Michael Daroff wanted 
to air condition his plant, but engineers told him he could 
never do it at a price he could afford—about $500,000. 
Last year Daroff finally found the answer—package air 
conditioning units. 


Benefits 


Since Daroff installed air conditioning, at substantially 
less than the $500,000 he was willing to spend, his com- 
pany counts these benefits: 

1—No more shutdowns. 

2—No-more humidity problems. 

,8—Happier employees. (In fact, even with a tight 
abor market in the clothing industry, news of Daroff air 
conditioning has spread, bringing them plenty of job- 
seekers.) No more hay fever sufferers, even during peak 
of the pollen season. ; 


Chicago’s new Prudential Insurance Co. building, a glis- 
tening limestone, steel and glass addition to fhe Lake 
Michigan skyline, contains the largest air conditioning 
system ever built into any new structure in thé midwest. 

The first skyscraper to be erected in Chicago in 20 
years, the 41-story Prudential building now houses, in 
year-round air conditioned comfort, some 9,000 people. 

It is air conditioned by a Carrier Corp.’ centrdl ‘sys- 
tem, made up of three 900-ton capacity refrigerating ma- 
chines, supplemented by package units to offset special 
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AIR CONDITIONING SYSTEM CAN BRING ADDED PROFITS TO YOUR COMPANY 





the whole system. No need to tear out walls. 

For the Amicable’s 22 floors, a total of 37 package air 
conditioning units were instailed, providing individual 
temperature control to suit tastes of tenants on each 
floor. Metal ducts, requiring no structural alteration, carry 
the cool air from the elevator shaft installations to the 
offices. 

Water-cooled, the system includes two roof-top water 
tanks which provide 7,500 gallons daily. Time clocks turn 
the system on at 6:30 in the morning, shut it off at 
9:00 p.m. 

Actual cost of air conditioning the building’s 85,000 
square feet of space was $178,000, plus about $1,500 a 
month operating costs during summer months. Once the 
system was in, building rentals were raised 10 per cent 
to $3.50 per square foot. Nobody moved out. 


4—Production increased 22 per cent, enabled Daroff 
to hold his prices while competitors were raising theirs. 


How it was done 

Daroff bought his air conditioning units from General 
Electric, which had proposed the idea, and retained Re- 
public Air Conditioning Co. to do the job. A total of 
83 package units were installed, along with a 35-foot 
water tower on the roof to cool the water which cooled 
the units. 

Floor space was at a premium, so engineers hung the 
units from the 16-foot-high ceilings, poured concrete floors 
in an unused elevator shaft to house transformers required 
to meet the increased electric power demands. _ 

There is no ductwork in the installation, except for 
four corner units on each floor which pull in outside air 


Air conditioning has also removed lint from the plant 
DS mounted at the intake to 


Ordinary 
each recirculating unit yield a four-inch ball of lint every 


10 hours. 
An appraisal 

Says Daroff: 

“The investment is a great deal of money, but we are 
completely confident that the benefits in increased effi- 
ciency, productivity and the health and morale of the 
workers will make it one of the wisest investments we 
have ever made.” 


heat loads, such as the electronic business machines on 
three of the eight floors occupied by Prudential. Despite 
the’ size of the system, no rooftop water tower is re- 
quired. Cooling water is piped directly from the Chicago 
river three blocks, 6,000 gallons per minute. 

Fresh air is fan blown into the building, carried by 
small ducts or conduits to and through 2,658 individual 
units, and 3,750 ceiling ir diffusers, whose interior coils 
change the temperature of the incoming air to correspond 
to thermostat settings. 
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How to cut costs with 
cost accounting 


Cost accounting, as a management control device, offers varied 


rewards. For example, it forces people to give the same respect 


to material as they give to cash. The job of establishing sound 


cost accounting is definitive, but not necessarily complex. These 


facts will help you evaluate cost accounting in your company. 


mes Firms that have 
applied intelligent cost accounting 
methods find that a multiplicity of 
benefits result. 

Cost accounting provides a pow- 
erful form of management control 
over operations. By telling how 
much is being spent where, it sets 
the stage for establishment of cost 
standards against which actual 
costs can be compared. These com- 
parisons pinpoint the specific spots 
where management should step in 
and apply corrective action. 

Before examining how to estab- 
lish cost accounting, let’s look at 

some of the bonus benefits you get. 





ABOUT 
THE : 
AUTHOR ~ 





Norman H. Wood is currently super- 
vising installation of a cost accounting 
program throughout his own company, 
National Vulcanized Fibre Co., Wil- 
mington, Del. He has been with the 
company since 1939, devoting his 
efforts largely to systems and pro- 
cedures, production and cost analysis, 
standards, wage incentives and re- 
lated problems. 





= The first bonus is that it instills 
cost consciousness right down the 
line. Experience in a number of 
firms shows that installing cost ac- 
counting almost automatically 
makes everyone a cost reduction 
engineer. When people are called 
upon to report accurate cost figures 
for management review, they natu- 
rally give extra thought to how 
these figures will reflect on them. 
= Another bonus is that cost ac- 
counting results in tight control 
over inventories, whether raw ma- 
terial, work in process or finished 
goods. Everyone—manager and 
worker alike—has adequate respect 
for cash. In every company, when 
capital is in the form of cash it is 
carefully protected, its receipt and 
disbursement safeguarded, its cus- 
todians held in strict accounting. 
But once capital is converted into 
material, there is a tendency in 
most firms to become lax, to lose 
sight of its value and to tolerate 
practices that are wasteful, ineffi- 
cient and needlessly expensive. 
With good cost accounting, how- 
ever, people at all levels give ma- 
terial the same kind of respect they 
give money, because the account- 
ing system reminds them that it is 
money. 

Besides these, there are other 
bonus benefits. Cost accounting 


tells you which machines are eco- 
nomical and which aren't, or 
whether certain processes or serv- 
ices could be more economically 
handled outside the plant by sub- 
contractors. Cost accounting pro- 
vides the foundation for fair and 
workable incentive or profit shar- 
ing programs. 


How to get it started 

Simply stated, cost accounting 
means classifying expenditures ac- 
cording to where the expenditures 
are used. Thus the first step is to 
separate the over-all operation into 
functional groups. These are called 
cost centers or process centers, and 
can usually be described in these 
three categories: 


Direct production centers usually 
are established where inventories 
are available. Additional break- 
down may be desirable within 
these areas, particularly if the pro- 
duction process goes two or three 
ways. 

Auxiliary cost centers are the 
separate, complete manufacturing 
systems within themselves that 
produce items to be used in further 
production. 


Service cost centers are described 
as those that perform service for 
the production centers, such as 
building maintenance, general su- 
pervision, control laboratories, and 
sO on. 

Every dollar of expense is to be 
charged to the proper cost center 
and, further, to the proper function 
within the center. Thus, once the 
over-all operation has been sepa- 
rated into cost centers, these should 
be further divided into functions. 
These sub-divisions of accounts 
should be kept to a practical mini- 
mum. The absolute minimum 
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By Norman H. Wood 
Budget Administrator 

National Vulcanized Fibre Co. 
Wilmington, Del. 


would be two: direct labor and 
burden. 


Distributing service costs 

In the final analysis, all ex- 
penditures must be applied to the 
products made. For this reason, 
expenses of the service centers 
must be allocated to the proper 
operating cost centers. There are 
any number of ways of distributing 
these costs among the various op- 
erating centers. For example, it 
can be done on the basis of actual 
quantities used, engineered esti- 
mates, ratio factors and so on. 
There is, however, no substitute 
for a sound and accurate basis of 
service cost distribution. 

To illustrate: The engineering 
department of our company esti- 
mated the usage of steam for heat 
in our various cost centers. In many 
production centers, the heating 
load was based on production; in 
others, on degree day information 
from the local weather bureau. But 
several cost centers contended that 
the cost distribution procedure was 
inequitable. In addition, we were 
having no success in our attempt 
to reduce steam consumption in 
the various operating centers. We 
searched for a better, more accu- 
rate way to distribute steam costs. 
It didn’t take us long to realize 
that meters would provide the best 
basis. Meters were installed and the 
expenses assigned to each cost cen- 
ter for steam are now based on the 
actual meter readings. The result is 
more accurate costing. 

It is worth repeating that there 
is no substitute for a sound and 
accurate method of distributing 
service costs. Too many companies 
figure their direct costs down to 
the cent, then distribute their bur- 
den or overhead with a barn shovel. 
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CASH IS PROTECTED 
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Approximations needed 

Despite the need for accuracy, 
there is also the need to be prac- 
tical. Data prepared by an account- 
ing department are usually approx- 
imations. One reason is that a busi- 
ness concern is a complicated as- 
sembly of many vastly dissimilar 
elements: buildings, machinery, 
land, cash, personnel, materials, 
policies and so on. There can be 
no precise way of adding all of 
these apples and oranges and pears 
together in such a way as to give 
an exact picture of the operation. 





BUT MATERIAL IS MISHANDLED 





The accountant’s job of creating 
accurate measurement indexes is 
further complicated by manage- 
ment’s need to obtain information 
as quickly as possible after the 
close of a day, week or month. For 
the accountant to give you informa- 
tion today when it is of value, the 
figures will of necessity be less re- 
fined than they would be if he 
gave them to you tomorrow when 
they would be valueless. 

As a simple illustration, consider 
the cost of operating your car. 
Generally speaking, the cost in- 
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Actually—with Tape-Talk—Friden 


: has re-invented the office 





Functions haven’t changed—only the basic working method. 


4 In office after office nowadays, you see the flow of paperwork 
% being handled automatically by Friden Tape-Talk machines. 
H These machines read and write and calculate with punched 


paper tape. Applications include invoicing, sales orders, shipment 
manifests, inspection reports, time cards, inventory... 

Friden promises this: In exact proportion to the degree of office 
automation you wish to achieve, Friden Tape-Talk machines will 
(1) Eliminate need for manual movements and operator decisions; 
. (2) Increase work volume output without increasing payroll costs 

or overtime; (3) End errors in data recopying. 
Call your nearby Friden Man or write Friden, Inc., San Leandro, 
California ...sales, instruction, service throughout the world. 


has the 


Qolectadato® automatic 


tape reader-selector-sorter ‘ 
writing-aceounting. machine 


Oda- Pumncl® automatic 


code tape adding-listing machine 






Tarledotc® automatic 


tape transmitter-receiver, 


“Rg : ‘ : : 
guatowriter” automatic oc 
justifying type-composing machige 








Friden Natural Way Adding Machine 


(For more information, see last page) 







Compauty fren” automatic tape 
billing department in one desk 


Friden Mailroom Equipment 


Friden fully automatic Calculator— 
The Thinking Machine of American Business 
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There is only one time when a man has an excuse for not calling 


a spade a spade; that’s when he trips over one in the dark.” 


cludes the purchase price plus op- 
erating items such as gas, oil and 
repairs minus the value received 
when the car is sold. From day to 
day, you can make a fairly close 
estimate of the cost of running 
your car, but you cannot fully de- 
termine the cost until the car is 
sold. By the same token, the day 


to day or month to month cost of 
running a business can only be 
estimated by an accountant. 

For control purposes, you need 
cost accounting information cover- 
ing relatively short periods of time. 
Your accounting department is in 
a position to furnish such informa- 
tion, but you must accept a degree 





How to maintain cost control 


Dr. Raymond P. Marple of the National Association of Cost Ac- 
countants recommends these steps for a sound cost control program: 


Accounts should be fitted to organization chart so costs can be 
| segregated by individual responsibilities. 


(7 km Ww -ms 


cost item. 


Cost accounts by individual responsibilities should be subdivided 
under uniform classification to show nature of expenditures. 


Goals in the form of standards, budgets and allowances should 
be set and constantly kept up to date. 


Where justifiable cost varies with rate of activity, variable or 
flexible budgets and allowances should be developed. 


Standards, budgets and allowances should be prepared with the 
cooperation and agreement of the person responsible for each 








Variations of actual costs from standard should be segregated 
and detailed so responsibilty for each deviation can be de- 
termined. 


Frequent reports of specific costs should be supplied each person 
responsible for control of such cost elements. These reports should 
emphasize variances of actual from standard costs. 


Apportioned or prorated costs over which an executive or de- 
partment head has no control should be combined in his reports 
along with costs which he does control. 


As an inducement to those responsible for control of costs, an 
incentive system of the sort could be de- 
veloped. 


“savings-sharing” 
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Chart-Pok 


THE EASIER, BETTER WAY TO 
MAKE CHARTS AND GRAPHS 





Save your draftsmen’s time — 
Chart-Pak pressure-sensitive tapes, 
precision printed with commonly 
used lines, patterns and shapes, 
save hours of pen-and-ink drudgery 
for the professional chart-maker. 


| (Tape No. 12523 Ye”) 


Better charts, quicker — Even 
unskilled personnel can, with a mini- 
mum of practice, turn out really pro- 
fessional-looking charts in a fraction 
of the time required to draw them. 


2 2 PMT AS Ss BRN Se 
(Tape No. 6223 1/16) 


Facilitate changes — No messy 
erasing and re-drawing to correct 
Chart-Pak charts . . . just lift the tape 
and replace it. Yet Chart-Pak makes 
a permanent chart — reproducible 
by any standard method. 


Many other advantages — for plant 
and office layouts, advertising, ma- 
chine drawing, mapping, etc. 


@ Facilities for printing special patterns and 
symbols to order; precision tape-slitting to 
special sizes. 


For Full 
Information 


and name of 
stent popes you, 


CHART-PAK, INC. 
336 River Road, Leeds, Mass. ~~ 
| Please send information about Chart-Pak. 


Name 








I Company 





Address 





City Zone___ State. 








I 
Title 
I 
l 
| 


This coupon border made with Chart-Pak Tape 
PE ME i ST ES OSS lS ES Ce 
(For more information, see last page) 
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BIS-Handyset 
ra Ce 


MORE 
Studies show valuable selling time lost 
with old-fashioned order forms. You 
can gain back this time by using 
Baltimore’s Blue Ink Standard Handy- 
set Forms. One writing gives up to six 
clean copies, suitably marked for bill- 
ing, invoicing, posting, etc. Pre-inter- 
leaved one-time carbons snap out 
quickly and easily . . . end fumbling 
and mess. 

Completely Reproducible 

on Thermo-Fax® Machines 
Special inks and carbons... standard 
on these forms at no extra cost... 


make every page of BIS Handysets 
completely reproducible on the popu- 





yi rms Give You 


ELLING TIME 






lar Thermo-Fax Copying Machine. No 
premium price, no special runs. BIS 
Handysets are lower in price, with up 
to 50% faster delivery to you. 

Free Samples and 

Recommendations 
This form may answer your problems, 
or another form from Baltimore’s 
complete line may save you time and 
money. For capable and experienced 
systems planning, call your Baltimore 
Business Forms representative listed 
in the yellow pages under Sales Books 
or Business Forms. Or, write to: THE 
BALTIMORE BUSINESS Forms Co., 3142 
Frederick Avenue, Baltimore 29, Md. 


Baltimore Business Forms 


(Division of THE BALTIMORE SALESBOOK COMPANY) 


Saving time and reducing costs in business and industry 








(For more information, see last page) 
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of approximation in most account- 
ing data. 

One way to keep the range of 
approximation to a minimum is to 
make certain that material with 
drawn from inventory is accurately 
reported. If raw material is drawn, 
it should be recorded at that time. 
It should be accurately described 
and the quantity accurately speci- 
fied. There is only one time when 
a man has an excuse for not calling 
a spade a spade; that’s when he 
trips over one in the dark. 

Admittedly, it takes clerical ef- 
fort to maintain a perpetual in- 
ventory. But it also requires a con- 
siderable amount of effort to meas- 
ure and price an annual inventory 
—which is frequently more accu- 
rate than the book inventory. 


Setting cost standards 

The biggest control device man- 
agement gets from cost accounting 
is the ability to measure actual 
costs against pre-established stand- 
ards. This calls for standards cov- 
ering material usage and waste, 
labor, and burden or overhead. 
Such standards, of course, must be 
realistic and attainable. They 
should also be flexible, to cover 
changing conditions as well as 
changing prices and costs. A plant 
supervisor is responsible for effi- 
cient use of raw materials, but he 
cannot be blamed for a rise in the 
price of raw materials. 

Two points of caution: 


™ As a cost accounting program 
evolves, it is natural to seek more 
and more information. But manage- 
ment is wise to be cautious in re- 
questing anything more than essen- 
tial information. If your company 
has automatic tabulating equip- 
ment, it may be tempting to reason 
that extra data can be processed in 
only a few minutes of extra machine 
time. But bear in mind that a good 
deal of manpower will probably 
be consumed in interpreting the 
additional data and translating it 
into effective action. 


= Having invested in a cost control 
program, don't expect to get a re- 
turn on your investment imme- 
diately. In the first year, savings 
are likely to be nil. But savings 
will accumulate year by year as the 
program expands. Most companies 
find that they accumulate savings 
many times the system’s cost. m/m 
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ITS NEW! 


The Verifax 
Bantam 
Copier... 


ONLY $QQ 50! 







PE MAE Bc CEPR 


A LIGHT, CAPABLE “ANY JOB” COPIER AT THE LOWEST PRICE OF ALL! 


N UNHEARD OF low price for an 
A office copier! About half the 
price of other “low-cost”? copiers! 
Yet the Bantam gives you all the 
extras of Verifax copying, does jobs 
other copiers can’t touch! 

Makes 5 completely dry copies of 
any document in 1 minute for 24% ¢ 
each. Makes copies on white bond- 





Buy ’em by the cartload—put one in 
every department! Your savings in 
typing quickly cover Bantam’s cost. 
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type paper, card stock, printed office 
forms—front and back, if you wish. 
Makes translucent for 
whiteprint machines—even makes 
an offset master in 1 minute, using 
low-cost adapter. What’s all- 
important, too, your Verifax copies 


**masters”’ 


are accurate and complete. All types of 


pencil and ink writing—even pur- 





plish spirit duplicator copies—are 
reproduced as readily as typed data. 
The new Bantam is a snap to oper- 
ate, and, despite its low cost, as fool- 
proof as an office copier can be. Mail 
coupon... or phone Verifax dealer 
for free demonstration. (Check Yel- 
low Pages under “‘photocopying” 
or ““duplicating’”’ machines.) 


Price quoted subject to change without notice 


Verifax Copying 


DOES MORE...COSTS LESS... MISSES NOTHING 


eeoeeeeeeeec ee s+ MAIL COUPON TODAY: ++**eeeee288 


EASTMAN KODAK COMPANY 


Business Photo Methods Division, 343 State Street, Rochester 4, N. Y. 
Gentlemen: Please send folder describing Verifax Bantam Copier 
and savings it makes possible. Also names of nearby dealers. 


Name 
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(For more information, see last page) 











own your own 








PRIVATE 


telephone system 


Fully Automatic Interoffice Communication 
with your own DuKane dial tele- 
hone system can cut switchboard 
oads by 50% or more. Every call 
is quick, personal, and private. 
Economical systems can be installed 
for any number of stations, and 
easily enlarged or expanded to 
include intercom, paging, alarm, or 
central sound systems. 


DuKane manufactures a complete 
line-of communications products for 
industry, with a nationwide network 
of more than 300 engineering dis- 
tributors ready to help solve your 
individual problem. Your nearest 
DuKane man is listed in the 
Yellow Pages. 


G2 


ae a 





Emergency, Alarm, Flexifone Background Music 
and Paging Intercom from Records | 
Systems Systems or Tape { 
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Dukane 


CORPORATION 


pioneer in industrial communications 


DuKane Corporation, Dept. MM-485, St. Charles, tl. 
Send me information on owning my own closed-circuit 
telephone system 


oO — a DuKane ications ¢ Itant call at my 
office 
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City & State. 








(For more information, see last page) 


Your company needs travel insurance 


(Continued from page 36) 


found that the company could cover 
all activities for all employees away 
from the home office at little more 
than it would pay for limited domes- 
tic travel plus special policies on 
foreign travel. A 24-Hour Business 
Travel coverage was chosen and this 
is the plan now in effect, except for 
an increase in the amount of cover- 
age, designed to stay in step with 
inflation. 

Has travel accident insurance been 
useful to this company? Several years 
ago a junior engineer slipped from 
a wooden support structure at a 
western dam site, fell 50 feet, suf- 
fered multiple injuries and after a 
few days died. His Workmen’s Com- 
pensation and other insured benefits 
provided by the company totaled 
$22,000—not much to help a widow 
raise two children. Travel insurance, 
however, provided another $75,000 
—an amount that would also have 
been paid if the man had died in 
a hotel fire or in crossing a busy 
street in a strange city. 


A small, family 
manufacturing company 





Corporation B 
is a small, fam- 
ily-owned manu- 
facturer of musi- 
cal _instruments 
in the Midwest. 
A few years ago 
two of its officers 
compared notes 
and found that they each had pur- 
chased common carrier accident in- 
surance on an individual basis. They 
asked us whether they would be 
able to lower the cost by a com- 
bined policy. 

The answer was yes—they could 
obtain a modest reduction if the 
group were enlarged to include four 
members. Each could name his own 
amount of coverage, for both business 
and pleasure, and could designate 
his own beneficiaries on the policy. 

The other three top officers of the 
company joined the plan for either 
$50,000 or $100,000 each, and the 
company’s six salesmen were added 
for $50,000 each, for business travel 
only. The group plan then was car- 
ried at company expense. 

The cost of this program could 
be cut slightly by making the provi- 





sions uniform, shifting from a name- 
schedule basis to a blanket basis. 
The officers of Corporation B, how- 
ever, prefer this limited group plan 
which permits tailoring of insurance 
to individual needs. 


A giant production and 
distribution firm 


Company C is 
a large corpora- 
tion with wide- 
spread U.S. and 
foreign interests. 
As early as 1930 
it was operating 
its own fleet of 
industrial-aid air- 
craft. In 1935 there were seven air- 
craft in the fleet, but they were 
falling short of the degree of em- 
ployee utilization necessary to make 
corporate aircraft a paying operation. 

Inquiries revealed that employees 
were reluctant to fly in the com- 
pany’s planes, primarily because their 
personal accident and life insurance 
policies could be extended to cover 
this risk only at a considerable ad- 
dition of cost. 

The insurance manager of the 
corporation found that in addition 
to aircraft hull and liability insurance 
his company could buy seat accident 
insurance which would pay an 
agreed amount to any passenger or 
pilot, whether employee or guest, 
who was killed or injured in one 
of the company’s planes. The pay- 
ment would be made with no refer- 
ence to the company’s legal lia- 
bility: it was a pure benefit, a gift. 
The cost was not low, but the new 
program was widely publicized with- 
in the company and very quickly 
paid for itself in increased use of 
lower transportation expenses. 

Over the years the insurance man- 
ager and his broker kept a close 
watch on the development of the 
forms of accident insurance avail- 
able to corporations and the pro- 
grams carried by other companies 
in the same industry. Piece by piece, 
Corporation C added to its basic 
coverage: first, scheduled airlines 
and all other aviation hazards, then 
other common carriers and auto- 
mobiles and, most recently, all ac- 
cidents during travel and sojourn on 
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business away from the premises 
where the employee is regularly as- 
signed. 

The amounts of insurance provided 
are on a scale varying with the 
employee’s position in the corpora- 
tion, except that every passenger is 
covered for $100,000 in the com- 
pany’s fleet of aircraft which has 
grown to 15 single and twin-engined 
planes. Corporation C’s travel acci- 
dent policy also has many other 
special provisions, reflecting the com- 
plexity of its business operation. 

At present the corporation’s em- 
ployee benefits and insurance staff 
are working toward a new develop- 
ment. They propose to make com- 
plete personal round-the-clock acci- 
dent insurance available to all em- 
ployees when they are at home as 
well as when they are traveling, at 
a cost which would be a savings of 
40% to 90% over the cost of such 
insurance if individually purchased. 
Under the new accident plan they 
would be making this kind of in- 
surance available for the first time 
to employees whom the insurance 
companies consider unacceptable or 
highly rateable for individual _in- 
surance because of hazardous oc- 
cupations or physical condition. Here 
the averages take over and individual 
underwriting is no longer necessary. 
Each employee would still be able 
to select his own beneficiary and 
the amount of insurance he wants 
to carry. 

The cost, which is tied directly to 
the number of employees covered 


and the amounts they choose, would’ 


be divided between the corporation 
and the employees, with the com- 
pany contributing a higher per- 
centage for the lower amounts of 
insurance. Employee contributions 
would be set up as pay-check de- 
ductions, added to present life and 
medical insurance deductions. The 
corporation would dissolve its present 
travel accident program, using the 
money saved as the nucleus of its 
contribution to the new plan. 

This comprehensive plan, of course, 
may be far beyond the accident 
coverage which many companies are 
looking for. The standard types of 
travel accident insurance also fill a 
definite and increasing need in pres- 
ent-day business, and at a time 
when company budgets are tightly 
restricted, they provide new em- 
ployee benefits at very modest cost. 

m/m 
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i 
fast small volume 
record handling- 


he Ro Deni 


a standard model of Rol-Dex record 
handling equipment designed to house 
2,000 to 12,800 records. 






Pat. and Pats. Pending 


Here is convenience and economy for small volume active record 
handling. Records ROLL to the clerk saving you time, trouble 
and money. All records are instantly and constantly available 
not only to the clerk, but to outside reference. And you use your 


present records! 


Investigate Rol-Dex, Jr. now— 

there is a model for: 
8” x 5” cards 

73%" x 3%" cards 
6” x 4” cards 
5” x 3” cards 

and combinations 

of these sizes. 


Also available in stand-up filing height. 


Rol-Dex, Jr. is one of several styles of standard Rol-Dex equip- 
ment. Send coupon for information. 


CM GRE a MRE GO Gee Ss Ge SG We ie 
WATSON MANUFACTURING COMPANY, Inc. 


Rol-Dex Division, Dept.M-4, Jamestown, N. Y. i 


LS ~e Please forward literature on ROL®DEX Standard Unifs 
LEE OEX © Ee camara elie oD sae na & 
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ACCOUNTANTS RENOWNED 


DEBIT, CREDIT & ASSET, INC, 


Certify Columbia Ribbons and Carbons 


‘“‘We couldn’t even decipher our own ciphers, so blurred were 
balance sheet copies three and four,” said Asset to Debit. 

“No longer is ledgerdemain our liability—all credit to 
Debit,” cried Credit, ‘for switching our business machines to 
Columbia Ribbons and Carbons!”’ 





RIBBONS AND CARBONS 


(For more information, see last page) 
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New giant brain 
debuts in Detroit 








A 40-ton brain, produced by 
| Minneapolis-Honeywell Regu- 


| lator Co., is now computing rec- 


ords for the 3.5 million people 
who are covered by Michigan 
Blue Cross-Blue Shield services. 

This giant Datamatic 1000 
unit can read 627,000 names in 
11 minutes. Within a second, it 
can simultaneously make 1,000 
multiplications, 4,000 additions 
or 5,000 comparisons. It can 
handle 900 fully punched cards 
a minute. It can print at the 
rate of 900 lines, 120 characters 
each, a minute. 

The 24-section — electronic 
brain occupies 5,000 square feet. 
Daily it searches 1.4 million rec- 
ords and brings an average of 
25,000 up to date. This takes just 
two hours. The other six hours 
are used for billing operations 
and statistics compilation. The 
machine rents for $37,000 a 
month. 

Record storage before instal- 
lation of the Datamatic took up 
35,000 square feet. The new 
system reduces required filing 
space to less than six square 
| feet. Twenty reels of magnetic 

tape, each 2,700 feet long, house 
all records of the 3.5 million hos- 
pital service members. 


For more information, circle 
number 612 on the Reader Service 
Card. 


| 
" Desk-top computer 
is now available 


Minalog is a new desk-sized 
computer developed by Elec- 
tronic Brain Enterprises, Inc. 
The unit will add, subtract, mul- 
tiply, integrate, differentiate, 
| and solve algebraic, differential 
and _ simultaneous differential 
| equations. Plug-in components 
| make it easy to set up compli- 
cated equations in advanced 
scientific or mathematical fields. 

Problems that can be solved 
by this machine include: equa- 


MANAGEMENT METHODS 
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tions concerning automation 
and aerodynamics, electrical 


network problems, power equa- 
tions, problems in mechanics, 
heat, light, sound, electricity 
and magnetism, chemistry, nu- 
clear physics, statistics, astro- 
physics, biology, medicine, soci- 
ology and psychology. 

For more information, circle 


number 611 on the Reader Service 
Card. 


Miniature teleprinter 
to be low in price 


The Mite, developed by Tele- 
printer Corp., is a miniature, 12- 
pound page printer which pro- 
duces telegraph or other binary 
code. When the stage of produc- 
tion models is reached, it will 
be possible to code data as a 
standard by-product of typing 
original documents. 

This small, lightweight page 
printer will handle up to 100 
words a minute with the stand- 
ard 7.42-unit Baudot code. The 
Mite’s type cylinder prints from 
behind the paper (a print ham- 
mer presses the inking ribbon 
against the front of the paper), 
maintaining a constantly clean 
type face and reducing wear on 
the inking ribbon. 

Although not yet finally 
priced, the Mite will be inex- 
pensive compared with larger 
conventional teleprinters. Units 
are now being tested in Western 
Union laboratories. 

For complete details, circle num- 


ber 614 on the Reader Service 
Card. 


Clary introduces 
low-priced computer 


Clary Corp. has announced 
an electronic computation sys- 
tem that performs many of the 
functions of more complicated 
computers but is simple to oper- 
ate. Completely-transistorized, 
the unit is built into a standard- 
sized desk and can be plugged 
into any 110-volt outlet. It is 
priced at $15,000. 

Repetitive business problems, 
such as billing, production con- 
trol, payroll computation and 
marketing research, can be pro- 
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Dictation 


(fey 


| 











Now...error free, 





cost free, with matchless 


MAGNETIC RECORDING 
om ptometer 


Ommander 


FEATURES... 


The amazing re-usable 
ERASE-O-MATIC belt with 


the lifetime guarantee. 

Error Free—Magnetically erases unwanted words 
as you redictate. You hand your secretary perfect 
dictation every time. 

Cost Free — Erase-O-Matic belt can be re-used thou- 
sands of times. No recurring costs for expensive discs, 
belts or cylinders. 

Belt is Mailable—no special protection required. 
Simplicity of Operation — All the controls you need to 
dictate, listen, reverse, erase are in the palm of your 
hand... with Unimatic remote control microphone. 
True Voice Reproduction — Without garble or needle 
scratch. Your secretary can transcribe twice as fast 
and right the first time. 

No other machine combines the COMMANDER'S 
many advanced features. Find out for yourself how 
the New Comptometer COMMANDER enables you to 
breeze through your daily dictation and get a lot more 
done. Mail Coupon Today. 








/ BETTER &F 
( OmMpPptometer F orporation / > A ES 


New Comptometer Custom- 
atic — World’s fastest way to 
figure . . . now faster than 
ever. Try it Free on your 
own work. Mail, coupon, 
ivi i Saari bbl lis EE, 








' Comptometer Corporation 
1712 N. Paulina St., Chicago 22, il. 
“mn Canada: Canadian Comptometer, Ltd. 
1375 Yonge Street, Toronto, Ontario 
[] Arrange free office trial for me on: 

f] Send me literature on: 

[] Comptometer Commander 

["] Comptometer Customatic 

[-] Comptometer Comptograph **220M" 








Comptometer Comptograph Name 

“220M"'— with new multipli- ; 

cation key — more features FUE... ooesseeeneeesenererrnnnnnnnesensenen 

than any other 10-key listing Address. 

machine. Try it Free. ON ARETE ZONE... StALO .recersenm 
Rie Sie Cie jal iad aii 


(For more information, see last page) 





Suthred 
knew his 
onions! 


When it came to making a good 
impression through onion 
skins, Guthred knew all the tricks. 


In the modern business world 
it’s no trick at all to make a 
good impression on as many as 
12 carbon copies — with 
Gibraltar or Millers Falls Onion 
Skin, the better onion skin papers. 


; 


These durable, fine-finish papers 
are practical and versatile, 
designed to look better and 
work better for you. 

Insist on the best — 


GIB iT. 


yy, ytn/ & 


mar op ole =‘ 


otter papers are maile 
with cotton ther 





MILLERS FALLS PAPER CO. ¢ MILLERS FALLS, MASS. 


(For more information, see last page) 
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grammed into the new ECS | 
computer in minutes. In fact, 
Clary states, often-used pro- 
grams can be pre-set into a pro- 
gram cartridge and plugged into 
the program panel in seconds. 

The system electronically per- 
forms all basic types of compu- 
tations. Figures are entered into 





it by a 10-key adding machine- 
type keyboard mounted on the 
desk top. Computations are 
made by an electronic unit 
stored in the drawer section. 
Results are printed automati- 
cally on an adding machine-type 
print unit mounted flush with 
the desk unit. 

A magnetic drum memory 
storage is used in developing 
results of a computation, storing 
constants, or storing the results 
of a calculation for later use. A 
program unit supplies electronic 
impulses that control the pre- 
determined sequence of steps 
during an operation. Present 
models provide for 30 program 
steps. 

For further data, circle number 
613 on the Reader Service Card. 


Pocket-sized card punch 
for on-the-job recording 


IBM Corp. has designed a 
pocket-sized punch, called 
Port-A-Punch, for pre-scored 
IBM cards. It is a simple and 
economical answer to many on- 
the-job recording problems. 

A card is inserted in the tem- 
plate-covered punching board 
and holes are manually punched 
with the tool provided. After 
punching, the card is ready for 
machine processing. 


For more details, circle number 
615 on the Reader Service Card. 


Fast tab card burster 
introduced by UARCO 





A bursting machine that me- 
chanically separates continuous 
tabulating cards at 600 a minute 
is announced by UARCO, Inc. 
Available as an attachment for 
all late model UARCO burster- 
imprinters in use, or as a new 
unit, it handles both card and 
form bursting. It takes just 60 
seconds to switch operation from 





cards to forms, the firm says. 


For further data, circle number 
608 on the Reader Service Card. 


| 


Home Study Course 
In Programming 
Business Computers 


A home study course, the first and only 
one of its type, is being offered by Busi- 
ness Electronics Inc. Designed for people 
without technical training or experience, 
it is based on a similar course members 
of the firm developed and are teaching 
at a large University. 


Students are taught to develop and pro- 
gram electronic systems for business 
problems such as Payroll, Accounts Re- 
ceivable, Inventory Control, etc. for a 
theoretical electronic computer called 


BEC. 


BEC was designed for instructional pur- 
poses and includes the best elements of 
commercially available computers. The 
knowledge the student gains from BEC 
can be applied to any computer. ‘“Pro- 
gramming for Business Computers” pro- 
vides an opportunity for the student to 
study at home at his own convenience for 
only a few cents a day. 


Free brochures describing the course 
are available upon request from Busi- 
ness Electronics Inc., Educational 
Division. 420 Market Street, San Fran- 
cisco 11, California. 


(For more information, see last page) 





GOT HIGH-PRICED HELP 5 
Q. LOOKING FOR RECORDS « 


A LOW-COST “CONVOY” § 
e STORAGE FILESe 






: ‘awed aan ee e | 
All your semi-active or inactive records 
are instantly available. What a time and 
money-saver today! 

Rigidized permanent Drawer and Shell 
construction eliminates shelving and costly 
searching (the biggest item). 

All this at half the cost of steel because 
“CONVOYS” are heavy duty 
corrugated board processed to 
remarkable strength. . 

Sizes: letter, legal, check, 
deposit slip, tab card 
10 others. 

There's a dealer 
near you — or write 


CONVOY, Inc. 


STATION 8, BOX 216-M 
CANTON 62OHIO 


(For more information, see last page) 
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3 NEW DITTO DUPLICATORS 


MAKE QUICKEST, SHARPEST, LOWEST-COST COPIES 
of anything you write, type, draw or trace on a DITTO Master 
..23 X5" to 9”"x14"...1to 5 colors at once 






























pie : tgs 2 ay 


DITTO D-31 | : - -— DITTO D-30 
=at-Yos datos a - , ; " _ Hand Operated 


> 





From speed and precision to economy and widest useful- ...Copies are delivered face-up, flat and dry. @ If block- 
ness, these masterful new duplicators anticipate every outs are used they attach instantly to the slotted drum. 
business need. Any operator turns out 120 bright copies Stainless steel parts resist wear and corrosion. @) Fluid 
a minute, up to 300 copies per master, and on shortruns_ level indicator, and copy counter, keep constant auto- 
the master may be filed and re-used until entire dye de- matic check on operation...and the handsome gray 
posit is exhausted. @) ‘‘Magic’’ Copy Control meters the and green finish is pleasant to see and work with! 
correct fluid flow for all-over brightness of any size copy Use the coupon, get samples of work, see a demonstra- 
...Fingertip adjustment registers master-to-copy instantly tion in your office on your own work. 
















low-priced—hand operated 
DITTO D-20 


...and here, reversing the price trend, is the new precision- 
built DITTO D-20. Priced so low that now every office can have 
one, can fully enjoy the administrative advantages of fine 
DITTO duplication. Makes up to 300 bright copies of anything 
you write, draw, type or trace on a DITTO Master...... on 
card or paper stock 3” x 5” to 9” x 14”...in 1 to 5 colors at 
once...at 120 copies a minute...up to 300 copies per 
master. ‘‘Magic’’ Copy Control meters correct fiuid flow for 
all-over brightness of any size copy...wear and corrosion- 
resistant stainless steel parts...quiet, balanced operation. Use 
coupon for work samples, see demonstration in your office. 









DITTO, Inc., 6882 McCormick Rd., Chicago 45, Ill. 
Ditto of Canada, Ltd., Toronto, Ontario 
Ditto (Britain) Ltd., 126/128 New King's Rd., Fulham, London, S.W. 6, England 


Please send me samples duplicated on the new DITTO (1) D-30 (1 D-31 O D-20 
0 Arrange demonstration of the machine I’ve checked above 

Name, Title 
Firm 
Address 


City Zone 
(For more information, see last page) 
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Your Single Source of Everything in Duplication State/Prov 
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MAGIC FORMULA FOR MANAGEMENT CONTROL! 


Meet another new management control tool—the 
Burroughs Typing Sensimatic Accounting Machine. 
It works like magic to keep close tab on your descrip- 
tive accounting data, to process them accurately in 
any volume and deliver them the instant you need 
them for your fast-paced decisions and actions. See the 


BURROUGHS TYPING SENSIMATIC = 


Typing Sensimatic’s high-speed, jam-proof typing 
firsthand. See its great number of completely auto- 
matic operations and its versatility in switching from 
job to job at the flick of a knob. Call our nearby 
branch for a demonstration and full details. Burroughs 
Division, Burroughs Corporation, Detroit 32, Michigan. 


Burroughs and Sensimatic—T M’s. 


(For more information, see last page) 
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(Continued from page 34) 


to relax when he comes home at 
the end of a hard day? 


A. First of all, we appeal to his 
wife. Many devoted wives feel it 
their duty to have dinner ready the 
moment that papa comes home so 
he doesn't have to wait. That should 
be discouraged. He should be given 
at least half an hour before he sits 
down to eat. And that half hour can 
be well spent enjoying the one 
drink we spoke of. 


Q. How should he best spend it? 
Should he sit down with his wife 
quietly, or sit down and be jumped 
on by the children? 


A. Being jumped on by the children 
is wonderful. It is a complete 
change. The kids love it and he 
loves it too. He also should encour- 
age his wife to discuss her day’s 
routine, encourage the children to 
babble about what they have been 
doing, and he should make the 
most of it. Children grow up very 
fast and are gone from home before 
we realize it. 


Q. He may not feel like being 
jumped on. Should he do it any- 
way? 


A. He should enter into it with the 


You don’t have to die in your prime 


same spirit the children do. The 
children want him and need him. 
He will discover it is a pleasure, 
and relaxing after he gets into it. 
I say that advisedly. I have two 
boys. 


Q. Do you feel an executive has to 
take his business home with him? 


A. Executives should not take their 
business home. The most successful 
top executives that I have seen 
over the years seem to be those 
who do not take their work home. 
They have the capacity of turning 
it off when they leave the office. 


Q. Many executives say that they 
can’t stop working, they carry their 
briefcase in their head, even if 
they don’t carry it in their hands. 


A. Many do. But it is amazing how 
many of them tell me that when 
they close the office door they hon- 
estly and truly close out the day’s 
routine. These are men who have 
reached the top. 


Q. Should a man limit social obli- 
gations relating to his business? 

A. If he enjoys them, no. If it is a 
chore, yes. An efficient executive 


should be able to finish his day’s 
work at the office. 





“The lunchtime cocktail 
should be eliminated.” 


- 


Q. Should an executive discuss his 
business problems with his wife? 


A. This should be discouraged. It 
isn’t fair to her, for one thing, be- 
cause she has no background to 
enable her to reach any conclusion. 
It also worries her unduly because 
she is naturally concerned. It is bad 
for him because he relives the 
problem a second or a third time. 
It serves little useful purpose. If he 
finds that discussing a problem 
clarifies it, then he should do this 
with a business associate or friend. 


Q. You believe a man should cease 
thinking about business problems 
when he leaves his office at night, 
that he should not work any more 
than that? 


A. There are exceptions. There will 
be times when it is necessary to 
travel or attend evening meetings. 
But as a rule a man will serve his 
company, himself and his family 
better if he will limit his office 
work to the office. If he cannot do 
this, he had better take stock of 
himself and find the trouble. It may 
be inefficiency during the day, or a 
tendency to place things on the 
side of the desk to “take care of 
that tonight.” Or perhaps he is 


How Modern Bruning Copying Machines Speed Order-Invoicing 





Just like that—in seconds — Bruning Copyflex 
machines reproduce invoice copies directly from 
original written or typed orders. No retyping or 
rewriting of order information, no proofreading, 
no clerical copying errors! You slash clerical 
work and costs, get invoices out days earlier, 
speed service to customers! 

No matter how complex or specialized your 
order-invoice operations may be—whether you 
use single sheet, snap-out or continuous forms 
— Copyflex puts it on a fast, simplified, one- 
writing basis. Saves writing of separate invoices. 
And where multiple shipments are made against 
the same order, separate writing of all shipping 
papers and invoices for each shipment is also 





(BR UNING) 





Copytlex 





eliminated. Conversion to the Copyflex method is 
simple: the original order form is printed on ordi- 
nary translucent paper suitable for reproduction. 

Copyflex makes sharp, black-on-white, copies 
(or color-tinted, if desired) of anything written, 
typed, or drawn on inexpensive translucent paper. 
Any number of copies can be made... and at 
less than a penny each for materials for 84%" x 11” 
size. Machines are clean, quiet, and odorless. They 
are available with copying widths up to 54” and 
are priced as low as $555 for the table model 
shown above. 

You owe it to yourself, your company, and your 
customers to investigate Copyflex by mailing the 
coupon, now. 


Send for Free Copies! 





Charles Bruning Company, Inc., Dept. 42-F Law 
1800 Central Road, Mount Prospect, Ill. 
Offices in Principal U. S. Cities 

In Canada: 105 Church St., Toronto 1, Ont. 


Please send me booklets on Copyflex for [] Order-Invoice 


(] Other Applications. 


Name Title 














pany 





Address 





City. County. State 





(For more information, see last page) 
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“We know that 97% of 
absenteeism is not related to 
on-the-job illness or injury.” 





Q. Why should a company have 
it’s own medical department for 
employees? 


A. Employee morale, for one thing; 
the availability of a nurse and doc- 
tor at all times. And a considerable 
reduction in absenteeism. 


Q. Is it possible for any company 
to have a medical department? 


A. Yes, in one way or another. The 
company may not be large enough 
to justify a department itself, but 
there are other ways one can be 
established to serve them. 


Q. This is one of the services of 
your organization, is it not? 


A. That’s correct. About three years 
ago, we felt we could aid industry 
by setting up and operating med- 
ical departments in office buildings. 
Such a department serves the em- 
ployees of all the companies in the 
building that wish to take part in 
it. The cost is on a per-employee 
basis. We have six such depart- 
ments in operation now. 


sities 
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Q. Do you also set up medical de- 
partments for specific companies? 


A. Yes. Management usually does 
not know how to go about such a 
project. It is outside their field. So 
they simply provide the space and 
we equip it, hire the doctor and 
the nurse and completely run the 
department. The cost is also on a 
per-employee basis. 


Q. How large must a company be 
to justify a medical department of 
its own? 


A. About 1,000 employees seems 
to be the usual minimum. And I 
would say a medical department 
is essential for any business em- 
ploying more than 1,000 persons. 
Of course, with less than 500 em- 
ployees, a medical department is 
not economical. There have been 
instances, however, where small 
companies in the same area have 
joined to share the expense of one 
medical department. The Industrial 
Medical Association has encouraged 
such a program in communities 
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where there are several small fac- 
tories. It has worked very well. 
The amount of time the doctor 
spends in each plant is in propor- 
tion to the number of employees. 


Q. Is a medical department as ne- 
cessary in an office, where the work 
is not hazardous, as in a factory 
where accidents do occur? 


A. Well, it is really a health de- 
partment rather than a first aid de- 
partment. We know that 97% of 
absenteeism is not related to on- 
the-job illness or injury. One of the 
most important functions of a med- 
ical department is the availability 
of a doctor or nurse to listen to an 
employee’s personal problems, of- 
ten not medical problems at all. 
Employees seem to want to talk 
to somebody who is neither a part 
of their company nor their family, 
simply to get these problems off 
their chests. Then, of course, there 
is also the feeling of security from 
the knowledge that medical help is 
on hand in event of sudden illness 
or injury. 





(Text continued from page 57) 
actually being pushed too much. 
Maybe he needs more help. Some- 
thing is wrong. Industry does not 
expect their executives to work 
night and day. Because they know 
that if they do, they are going to 
lose out in the end. 

Q. You mentioned several times 
the question of whether or not a 
man enjoys what he is doing. Is his 
attitude important? 

A. Attitude is terrifically important. 
If he goes at a given job, feeling, 
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“Oh I wish I didn’t have to do 
this; if I just could only do some- 
thing else!” that job takes twice as 
much out of him as though he were 
enthusiastic about it, looked for- 
ward to it and couldn’t wait to get 
started. There is no doubt that atti- 
tude is terribly important and in- 
fluences the degree of fatigue from 
a given job. 


Q. Going back to our original ques- 
tion, Dr. Johnson, if it is true that 
an executive does not have to ex- 





pose himself to unusual health haz- 
ards, why all the publicity about 
ulcers, high blood pressure, heart 
attacks that seem to strike execu- 
tives? 


A. Because the executive is usually 
a more prominent person. It is news 
if he has a coronary attack, but if a 
taxi driver has one, he is just an- 
other sick man. There are probably 
as many ulcers and heart attacks 
among cab drivers as there are 
among executives. m/m 








WN bxel. 


pioneers the conguest 
. OF INNER SPACE 


| 
1 








AUTOMATIC 
AIRTUBE SYSTEMS 


Put your paperwork into orbit 


To you and to us the most important form of space 
travel covers the area enclosed by the walls 

and ceilings of your offices and plant. Your 
correspondence, punch cards, drawings, samples, 
tools, and small parts will swing into a fast- 
moving, controlled orbit when carried by a Lamson 
Automatic Airtube System. It’s fast. It’s 

reliable. And it requires an absolute minimum 

of maintenance. 


Whether your inner space is large or small, a 
Lamson Automatic Airtube System will bring 
you communications that are out of this | 
world! Each carrier automatically selects its 
proper destination, with manpower, minutes and 
money saved. 


The Lamson field engineer in your area will 
gladly make a study of your operation at 
no cost to you. Write us today. 





LAMSON CORPORATION 
402 Lamson Street, Syracuse 1, New York 


Plants in Syracuse and San Francisco ® Offices in All Principal Cities 
Manufacturers of Pneumatic Airtube* Systems * Selective Vertical Conveyors »* Food Service Systems 
*Trade Name 


(For more information, see last page) 
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Air conditioning 

(Continued from page 42) 

systems, take an impartial view as 
to which one is best. It’s a ques- 
tion of which is best for your par- 
ticular problem. An air condition- 
ing engineer is the man who can 
decide. Most air conditioning firms 
employ engineers, provide their 
services free. The engineer's rec- 
ommendations would be applica- 
ble only to you, for no two build- 
ings, be they factories or offices, 
are exactly alike. Extensive duct- 
work may make a central system 
too costly. Perhaps a series of 
package units will do the job. In 
new buildings, a central system 
can be provided for in construc- 
tion, although there are several 
new structures whose designers 
and engineers chose package air 
conditioners. 


Pros and cons 

Briefly, here are the arguments 
on each side of the fence: 

Central systems have greater 
life, cost less to maintain. Initial 
installation costs are proportion- 
ately higher than package units, 
but in the long run they will be 
cheaper to operate. Results are 
more precise. 

Packaged systems are compara- 
tively inexpensive, units can be 
controlled individually to suit 
tastes of occupants of individual 
offices. They need not occupy floor 
space (they can be suspended 
from the ceiling, or mounted on 
walls and windowsills), and they 
are usually available in stock for 
immediate delivery. Package sys- 
tems can also be expanded easily 
simply by adding units. 

Expense of air conditioning va- 
ries, of course, by installation, but 
a study made by the Minneapolis- 
Honeywell Regulator Co. and the 
Carrier Corp. shows that, gener- 
ally speaking, the cost of central 
air conditioning runs about like 
this if your firm owns the build- 
ing: 

New plants—1% of operating 
costs. ; 

Existing plants—1.3% of operat- 
ing costs. 

New offices—.7% of operating 
costs. 

Existing offices—.9* 
ing costs. 

Cost of package systems, which 


6 of operat- 
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CUULEDEDEOEDEEEAA SEED: 


Assume you have a factory which employs 100 people at an 
average hourly rate of $1.25. If you lose an hour in efficiency 
per person per day in hot weather, a loss not uncommon, you 
are throwing away $125 a day. 
If this plant is located in Kansas City where, weather records 
: show, air conditioning is needed an average of 111 summer 
days every year, the company’s annual loss is about $13,875. 
To air condition such a plant, engineers estimate, would cost 
about $15,000, plus $1,000 a year for electricity and water to 
operate it, and an average of $300 a year in maintenance costs. 
The company is already losing $13,875 a year in hot weather 
worker inefficiency, a loss it could theoretically stop with air 
then the loss becomes a gain which 
would pay for the air conditioning system in less than a year 
and a half. After that, the $13,875 would theoretically show 
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lf it did, 


conditioning. 


up as added profit. 
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HOW AIR CONDITIONING PAYS FOR ITSELF 
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ym 6AIR CONDITIONING INCREASES WORKING EFFICIENCY 
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Stretch Your 
Engineering Budget 


with 


Filmsort 


Aperture Cards 


Many are the reasons why companies use 
Filmsort aperture cards for engineering 
drawings. 


One company saves enough on its fire 
insurance premium to pay for the system; 
another gets its savings from vault space. 
A third says it is the only way to have 
real security. 


Maybe the fourth has the best reason 
of all—it finds iis engineers have more 
time to engineer. You will agree these are 
four good reasons for reading our book- 
let, “The Filmsort Aperture Card for Your 
Engineering Drawings and Allied 
Records”. 


The Filmsort Company 
Pearl River, N. Y. 
A DIVISION OF MIEHLE-GOSS-DEXTER, INC. 
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are less expensive to buy and in- 
stall in the first place, may run 
only a third as much as a central 
system for equivalent cooling ef- 
fect. For year-round air condition- 
ing, which would include heating, 
too, a central system is often the 
most economical. 


Cools blast furnaces 

Even hot plants like blast fur- 
naces, bakeries, glass works can be 
air conditioned—in part—by estab- 
lishment of cooled rest rooms 
where wilting employees can go 
to recover strength sapped by ex- 
cessive heat. Aluminum Co. of 
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ane 
Dry Deck Company Agency 
Newport News. 
Virgema 


Company Watch Compan; 


Detroit, Michigan Elgin, Unors Pulask: Tennessee 


Washington, 0.C. 


Canada found its employees were 
less fatigued and did more work 
after air-cooled “recovery rooms” 
were installed. 


To lure workers 

In sunny South Africa, new man- 
ufacturing plants are resorting to 
air conditioning to lure skilled 
workers away from the mining in- 
dustry which once monopolized 
the labor market. The Johannes- 
burg office of the Trane Co., a 
Wisconsin manufacturer of air 
conditioning equipment, reports it 
is enjoving something of a boom in 


sales. m/m 
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“For Building Busingsé. 


The Elbe File & Binde#* Co., Inc., 
Fall River, Mass., published an all- 
new, 116 page, loostleaf & sales 
presentation catalog" It lists over 
1500 stock items hundreds of 
made-to-order 
tures: 1, 
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dealing with gates. , custom-made 
products, ag ie is specialties, 
business giffa;Z@and visual aids ; 
4. Dozens oft 
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« PRESENTATIONS 
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Write Today 
Ci maaan BINDER CO., INC. 


FALL RIVER MASSACHUSETTS 
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personal storage space for 


16 people in 6 ft. 


ro} mm akelo) amy elec 


. each with a locked compartment 


Equipto 615 Prairie Ave. 
Aurora, Ill. 


i EQUIPTO-ROBE units help reduce person- 

2 nel turnover and increase morale by giving each em- 
ployee a personal locker compartment and adequate 
hanger space at low cost. Fits any location. For fur- 
ther details write for Equiptogram No. 207. 


(For more information, see last page) 











G. R. KINNEY CoO., INC. Uses DENOMINATOR 


to accumulate refill orders from over 350 stores 


This nationally-known retailer of fine shoes and 
handbags must maintain accurate records in order to 
keep all stores properly stocked. A most exacting and 
time-consuming task. 


With Denominator the time required to accomplish 
this task has been cut in half! 


Without obligation, we'll be happy to 
< fb show you how The DENOMINATOR can 


eu help you on your sort and count problem. 
ou Write Dept. MM-82 





The DENOMINATOR COMPANY, Inc. 
F Goes 261 BROADWAY, NEW YORK 7, N. 


Manufacturers of Tabulating Machines for 40 years 


(For more information, see last page) 
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How to use 


a tape recorder 


in your business 


How To use A TAPE Recorver, by Dick Hodgson and 
H. Jay Bullen. Hastings House, New York. 1957. 216 
pp. $4.95 


| mes With a tape recorder and an invest- 


ment of less than $20, you can make a full-color, 
sound, film presentation from 15 minutes to a half 
hour long. To present the complete show you need 
only seven items. Here they are: 


1, Tape recorder and microphone. 

2. Magnetic tape. 
3. 35mm camera with flash attachment. 
4, Film. 

5. Flash bulbs. 
6. Slidefilm projector. 
7. Screen. 


The process of making such a presentation is ex- 
tremely simple. First, write a “working script” which 
describes the pictures needed to tell your story. Next, 
have the pictures taken—probably one of your own 
employees can handle a 35mm camera well enough to 
do the job, particularly if the presentation is primarily 


‘ for internal use. Third, select from the finished trans- 


parencies the ones which best tell your story and then 
arrange them in proper sequence. Then set up the 
tape recorder, projector and screen, and have the 
narrator or narrators describe what is on the screen. 

That's all there is to it. You've got a complete 
“show,” in color, with sound. The $20 figure cited 
above was based on the cost of the expendable ma- 
terials involved—tape and film. 

Here’s a tip on the mechanics of “pacing” your 
finished presentation. Try to hold presentations to 
around 20 minutes. Extend it to a half hour only if 
the subject is of vital interest to those who will see 
and hear it. Plan to keep one picture on the screen 
no more than 15 to 20 seconds unless it is a chart, 
graph or schematic drawing requiring detailed visual 
analysis and audio explanation. 

It takes approximately 35 to 40 slides for a 15- 
minute presentation, or 55 to 60 for a 20-minute show. 
With three 36-exposure rolls of color film, youll get 
enough pictures for a major saga. 

Any tape recorder can be used in making sound- 
slide presentations. Some recorders, however, offer 
various refinements which automatically change the 
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For the businessman, there are hundreds of 
potential uses for a tape-recorder—from train- 
ing new salesmen to cutting costs on inventory 
taking and adding a voice to point-of-purchase 
advertising displays. Here are a few case ex- 
amples taken from a book that details how to 
profit from scores of such ideas. 


slides in the projector and synchronize the narration 
with each slide. These are especially valuable when 
one person is making a presentation which includes 
slides on which he wishes to use a pointer to pick out 
specific elements in the picture. It saves him from 
having to bring along someone to run the projector 
while he illustrates, or else sprint back and forth from 
the projector to the screen. 

The reason slide presentations have been given 
considerable attention is that there are so many jobs 
they can do so well at such low cost. For example, 
they can be used to: 


Sell products or services. 

Train salesmen. 

Teach workers how to operate machinery and 
equipment. 

Illustrate the advantages of a new product. 
Describe new techniques for doing a job. 

“Animate” statistics. 

Explain why something was or should be done. 
Support a particular course of action. 

Change opinions. 

Generate attitudes. 


Here is how some companies are using tape record- 
ings in their audio-visual presentations right now. 

The Atlas Fish Emulsion Fertilizer Co. in San Fran- 
cisco decided that amateur gardeners needed special 
cultivation as customers. The company produced a 
30-minute packaged lecture consisting of 86 Koda- 
chrome slides with a tape commentary. The lecture, 
entitled “Tuberous Begonias at Their Best,” is avail- 
able free to garden clubs that guarantee a mini- 
mum attendance of 50 people. The clubs provide the 
slide projector, screen and tape recorder—and after 
seeing the presentation, customers for Atlas. 

The Alexander Film Co. in Colorado Springs, Colo., 
keeps its doors open to visitors who want to see the 
plant. Because of the number of people involved 
(an estimated 8,000 every summer) there was a 
problem of greeting visitors and getting them organ- 
ized the minute they entered the reception room. The 
problem was solved through the use of a life-size 
photo of the company president and a concealed tape 
recorder using a continuous tape. 

The picture “talks” (in the president's voice) to 


all visitors, welcoming them and providing a brief | 
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Even a bird’s-eye view of the Bentson 
Perma-Glide File reflects its sturdy 

construction . . . its designed efficiency. 
No wonder customers specify Bentson! 
Bentson offers more. More in value... 
more in dependable service. Dealers take 
pride in meeting precise customer re- 
quirements from the vast selection of 
models designed for any filing need. 
Enjoy filing comfort and efficiency . . . from 


the distinctive quality of Bentson Perma-Glide 
Files. 


A new catalog awaits your request. 
Write for yours today! 





{HE BENTSON MFG. CO. 


654 HIGHLAND AVE. 





AURORA 4, ILLINOIS 


(For more information, see last page) 
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introduction to the organization. This keeps the visi- 
tors busy until a guide takes over to begin the tour. 

Other companies have carried the Alexander pro- 
gram one step further; they substitute tape recorders 
for plant guides. 

Recorders using continuous tapes are located at 
strategic points throughout the plant. They are turned 
on and off either by means of a switch concealed in a 
floor mat or an electric eye. As visitors enter the plant 
a tape recording greets them, briefly outlines what 
they will see and then gives them directions to get 
to the first stop. 

At every point on the tour a recorder explains to 
the visitor what he is seeing and then finishes by 
directing him to the next location. Self-conducted 
tours save money for the company and time for the 
visitor. There’s no waiting for scheduled tours. Visitors 
can start whenever they arrive. 

An exhibit that explains itself is much more effec- 
tive than one that is static. At conventions, sales dis- 
plays, in company “museums” or in the plant itself, 
tape recorded narrations are being used effectively to 
explain what the exhibit is, what it does, how and 
why. Talking exhibits, in addition to being a “stopper,” 
release salesmen or booth attendants to write orders 
and talk to customers or prospects. 

There is no end to other applications. For example, 
recordings of a star salesman making his pitch, used 
in conjunction with easels, flannel boards, flip flops, 
etc., are an ideal and economical method of training 
other salesmen, dealers and demonstrators spread 
throughout the country. 

Tape recorders have proven themselves well in the 
field of time and motion studies. They have even re- 
sulted in some basic changes used to make a study. 
Instead of simultaneously trying to observe, clock in- 
dividual operations and take notes, the observer mere- 
ly keeps his eyes on the subject at all times and 
describes every detail to the tape recorder. 

Back in the laboratory a stop watch is used while 
the recording is played as many or as few times as 
necessary to get an absolutely accurate timing of each 
operation described on tape. 

Those who have adopted this system report that 
after becoming familiar with the new method, studies 
can be made faster than by the old system. Less time 
is needed for the observation phase. After watching 
the complete operation enough times to become fa- 
miliar with all the details, the observer makes his 
recording. This reduces the time consumed waiting 
for repetitive cycles so that successive operations can 
be described on paper and then accurately timed with 
the stop watch. 

The same techniques are important in laboratory 
and engineering research. Frequently the use of the 
hands is required throughout the entire course of an 
experiment. Unless an additional person is on hand 
throughout the experiment, to take notes at the pre- 
cise instant important events occur, the researcher 
must attempt to remember everything that happened 
and write down the complete details immediately 
after the experiment ends. Dictating a step-by-step 
account of the proceedings to a tape recorder solves 
the problem. 

One of the first applications of magnetic recording 
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—repeated phone messages—is still one of the most 
popular uses of a tape recorder, with many variations 
being used today. 

One of the most clever adaptations of this tech- 
nique was the idea of a Washington, D. C., radio 
station. To announce a new program to radio time 
buyers in New York advertising agencies, the station 
sent “secret” messages with a “Mailed in the Penta- 
gon” postmark. The letter inside said that the informa- 
tion was so “hot” that it couldn’t be sent through the 
mails . . . but that those interested could get all of 
the details by dialing a special number. 

Few could resist the temptation to learn what the 
“secret” was all about. They dialed the special num- 
ber. Into their ears poured a special tape recording 
giving all the details about the new program. Most 
telephone companies are able to arrange similar set- 
ups. 

Tape recorders, activated by foot pressure pads or 
photo electric cells, are being used by an increasing 
number of business organizations to warn employees 
of danger zones. 

In one plant where highly volatile chemicals are 
used, a tape recorder carries a “no smoking” warning. 
Chemicals fill the air with invisible odorless gases. 
Naturally, everyone working in the area is aware of 
the danger and observes the no smoking regulation. 
However, the automatically triggered tape recorder 
serves as a highly effective warning for visitors or 
employees from other departments who enter the 
premises and are unaware of the danger. 

There is room for humor, even in the grim business 
of safety warnings. In a plant where manufacturing 
processes and materials made smoking not disastrous 
but undesirable from the fire-hazard standpoint, em- 
ployees had a favorite spot to hide to “sneak a smoke.” 
It was decided that something should be done about 
the situation. A hidden recorder, automatically trig- 
gered, was the answer. Just about the time the unsus- 
pecting employee inhaled his first “drag,” a reproach- 
ful, injured, disappointed “voice” would say, “Aw, 
Mac, you know youre not supposed to smoke in 
here.” 

Any day now some enterprising personnel man- 
ager will carry this one step further, and use it on 
dilatory workers. Every five minutes a tape recorder 
in the women’s rest room will break out with the 
song, “Heigh ho, heigh ho, it’s back to work we 
or 
Actually there are probably thousands upon thou- 
sands of “general business uses” for tape recorders. 
Many that aren’t mentioned are being profitably used 
every day. Many more haven't been thought of yet. 








The tape recorder as a recruiting tool 


ore and more firms are using a tape recorder 

these days as part of their recruiting activities. 
They have found it saves considerable time in getting 
the company story across to students. 

The tape recorder takes over the time-consuming 
job of repeating the facts, features and benefits of the 
firm to each and every job candidate. With a student 
briefed beforehand on company opportunities, the in- 
terviewer can concentrate on questioning, evaluating 
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Swifty, thrifty 
numbering 
machine 


Handles most every of- 
fice numbering job 
quickly, inexpensively. 














model Automatic — consecu- 
150 tive, duplicate, repeat; 
af 6-wheel capacity. 


Sturdy frame, easy ac- 
tion, smooth operation. 
Prefixed letter wheel 
when desired without 
extra cost. 


Nine stock com- 
binations, all at 
one low price! 


(For more information, see last page) 


"Doll'or Oud ? 


Count BOTH... and 1,001 other items with 


VARY-TALLY 


Multiple-Unit 
Reset Counter 





Using Vary-Tallies is the fast, accurate way to separate the 
turnover items from the “turkeys” in sales . . . the rejects 
from the okays in production — size by size, color by color, 
flavor by flavor, price by price. Because you count, you 
KNOW. Because you know, you COUNTROoL. Tell us 
what YOU want to count. 


¢ All Parts Corrosion-Re- 
sistant; Working Parts of 
Hardened Steel 


Arranged compactly on 
stands in tiers, the Vary- 
Tally can be supplied in 
any of 66 combinations, 
up to 6 banks high and 
12 units wide, even 
down to single units. 


« Individual Tag Above 
Each Counter-Window 
Not Strip Tabs 


¢ Easily Readable from Any 
Angle . . . Bold Figures Al- 
ways Centered in Window 
... No Glare 


VEEDER-ROOT INC. 


HARTFORD 2, CONNECTICUT 
“The Name That Counts” 


Chicago 6, Ill., New York 19, N. Y., Greenville, S. C., Montreal 2, Canada 
Offices and agents in other principal cities 


(For more information, see last page 
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NOW THEY'RE DOING COST 
ACCOUNTING by VOICE! 


Standard costs and variances in your production worker’s 
performance can now come to you with the speed of 
sound, and direct from your factory floor. 

This is the purpose of a system we installed at Schlegel 
Manufacturing Co., industrial textile producers of 
Rochester, N. Y. 

The installation comprises 3 elements: telephones 
spotted at strategic plant locations; loudspeakers simi- 
larly placed; and two Control Centers, each with 2 con- 
trol turrets to “master” 90 lines and racks for holding 
individual employee performance cards. 

At the start of a new job— 
the worker phones Control and 
his time clock number and 
operation number are recorded 
on punched cards. Any change 
—completion of job, interrup- 
tion for repair—is similarly phoned in. 

The Control operator may also use the paging facilities 
to locate personnel, to send maintenance crews to a 
“down” machine, for announcements or emergency in- 
structions, and to expedite movement of raw materials 
to the looms. In fact, the Control Center actually acts as 
a Production Control Center. At night, when the turrets 
are unattended, any telephone in the plant may be used 
to page throughout the whole building. 





‘‘There is nothing finer 
than a Stromberg-Carlson”’ 


Pa Ry See ‘Sound and Public Address” 
nag” in your Yellow Pages. 
Or write us . . . no obligation. 


STROMBERG-CARLSON 


A DIVISION OF GENERAL DYNAMICS CORPORATION 


1403 N. GOODMAN STREET ¢ ROCHESTER 3, N. Y. 


Yellow Pages 





Electronic and communication products for home, industry and defense 


(For more information, see last page) 
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and selecting suitable candidates. Further, such re- 
corded messages played prior to interviews help weed 
out the merely curious and the unqualified or unin- 
terested. The recruiter is then able to schedule more 
appointments with men already partially sold on what 
the company has to offer. 

One very common technique is to combine a taped 
message with slides. This makes possible a low-cost, 
effective audio-visual preview. Typical of the experi- 





University of Utah students interested in careers in 
engineering gather to hear—and see—company story. 


ence of users of such recruiting aids is this comment 
by one oil company representative: “Since I started 
using sound-slides, I find I can handle about eight 
more interviews each and every day on my recruiting 
itinerary.” 

As a case in point, each spring about 450 recruiters 
visit the University of Utah. Herald L. Carlston, direc- 
tor of placement, recognized the serious time problem 
facing these men. He did something about it. His 
plan is simple—one you can easily adapt for use on 
other campuses. 

He has set up a sound-slide library in the placement 
bureau. Any company is invited to prepare a job op- 
portunity story for deposit there. Just three items are 
needed: 

1. Numbered sequence of photographs. 

2. Standard magnetic tape-recorder narration. 

3. Typed script indicating which section accom- 
panies each slide. 

The Utah placement bureau takes over from there. 
It provides a La Belle AVT combination tape recorder 
and slide projector. It establishes electronic impulses 
on the tape to automatically trip the slide projector 
at the right moment in the narration. The film is then 
classified on code-punched cards and indexed. With a 
needle-selector, any student can withdraw films by 
class of industry or type of position he’s looking for. 
He can view them any time during the year or just 
prior to a scheduled interview. 

This sound-slide approach to recruiting gives the 
smaller, not-so-well-known firm a more equal footing 
with the giants of industry—no small benefit in today’s 
highly competitive recruiting situation. The materials 
are so inexpensive and the technique so simple, any 
organization can put together an effective film. Place- 
ment Director Carlston estimates the cost for materials 
to produce a 12-minute message at $10 to $30. Time 
saved and results realized far outweigh this modest 
investment, all who have tried the plan report. 

With just a little more effort and expenses, you 
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can adapt the method to any campus on your re- 
cruiter’s itinerary. Many colleges have standard equip- 
ment available, or you can supply your own projector 
and sound synchronizer. 

Westinghouse Electric Co. is just one of the many 
concerns that are enthusiastic about the usefulness of 
film and tape techniques as an aid in recruiting. 
District Manager H. B. Hodgins in previous years 
used the old time-consuming way of personally de- 
tailing his company story, pressurized into too-short 
sessions, to each and every candidate. Now that major 
job is done beforehand by an 11-minute slide-sound 
message, expertly planned and presented. In inter- 
views, Mr. Hodgins can use his full time and talents 
to drawing out an already interested student to see if 
his personality and capabilities meet the specific job 
requirements. 


capsule 
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Accounting without cents 

WHOLE-DOLLAR AccouNTING, by Florence A. May 
and Herbert F. Klingman. Controllership Foundation, 
Inc., New York, 1957. 335 pp. $7.50. 

Pressure of increasing office costs makes this re- 
search report a timely one. Complete analysis is 
made of the concept, elements, potentialities, bene- 
fits, limitations and economies of accounting in whole 
dollars. 

Corporate controllers will find in this volume ways 
to reduce errors and accounting costs and increase 
department productivity through elimination or re- 
duction of the use of the decimal point. 

Thirteen case studies are selected to give whole- 
dollar accounting experience under widely varied 
conditions. Large, medium and small-sized com- 
panies are included. Accounting operations reviewed 
range from largely manual to elaborately mechanized 
systems. 


For a training program in creative selling 
How to Win Customers, by Heinz M. Goldmann, 
Printers’ Ink, New York, 1957, 306 pp, $4.95. 
Titled as a salesman’s book, it may prove to be a 
better tool for management in setting up sales training 
programs. A sales expert and lecturer on an inter- 
national level, Author Goldmann has taught the arts of 
creative selling to some 45,000 salesmen and executives 
since he left his native Sweden in 1952 to visit and 
lecture in the US at the invitation of the State Depart- 
ment. His book reviews principles, tested techniques 
and practical suggestions in sales. Specific problems 
are discussed, providing an excellent basis for sales 
training meetings, in some 15 areas where creativity 
counts. 

There is a check list to measure the effectiveness 
of sales talks, and pointed how-to essays on such 
aspects of selling as ideas vs. goods. m/m 
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ON THE ST. JOHNS RIVER 
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This friendly small city is 
opening its arms to industry. 


@ Plenty of desirable factory sites — at 
bargain prices — including railroad sid- 
ing property. 

@ Plenty of industrial water. 


@ Plenty of local labor—capable and 
willing. 


@ Plenty of homesites at low budget 


prices. 
Plus 


@ Barge water transportation to Jackson- 
ville. 


@ Local and State Government coopera- 
tion. 


@ Joys of small town living — fishing, 
boating, golf, with plenty of sunshine. 


@ 40 miles to Daytona Beach — 30 miles to 
New Smyrna Beach. 


VY Check Sanford for a bright future. 


Be our guest for a day or 
two and see for yourself. 


Samo 


CHAMBER OF COMMERCE 


DEPT. 4, SANFORD, FLORIDA 


(For more information, see last page) 
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The 
Exciting 
New 


CHAIR ENSEMBLE 


Designed for today’s office decor. See 
ENSEMBLE at your Cramer dealer’s 
now! Over 100 different color and 
fabric combinations, including Nauga- 
hyde. Designed to go with each other 
and with steel or wood desks. 


AIRFLOW 








STANDARD OF THE 
OFFICE SET 





CRAMER POSTURE CHAIR CO., INC. 
625 Adams Street « Kansas City, Kansas 
(For more information, see last page) 
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How to Use a Key Business Tool 

SUCCESSFUL CONFERENCE AND Discussion TECHNIQUES, 
by Harold P. Zelko. McGraw-Hill, New York. 1957. 
264 pp. $5. 

Hardly a day goes by, says the jacket blurb on this 
book, that most Americans, especially businessmen, 
do not find themselves involved in conferences and 
discussions, formal or informal, which play an import- 
ant part in their affairs. Whether we lead the discus- 
sion or merely participate, there are basic principles, 
methods and techniques to discussion which enable 
us to use this vital tool more effectively. Author Zelko, 
a professor of speech at Pennsylvania State Univer- 
sity, and a veteran expert in its related uses, regards 
the discussion technique as a common one to all 
situations, from small confabs to public forums. He 
tells how to plan a conference, how to lead it and how 
to participate with distinction. The book also contains 
a summary of parliamentary procedure, and a few 
provocative topics for roundtable discussion. Sample 
poser: “One worker (in an office or plant) takes fre- 
quent rest periods and returns late from lunch habit- 
ually. His production record is higher than average 

. What should his supervisors do?” 


Statistics in Business Accounting 


SAMPLING TECHNIQUES IN AccounTING, by Robert M. 
Trueblood and Richard M. Cyert. Prentice-Hall, New 
York. 1957. 211 pp. $7.50. 

Here is non-technical report on research in the field 
of statistics in accounting, with a variety of lucid 
case histories of statistical sampling techniques in 
everyday business use. Prelude to the work consists 
of an explanation of sampling concepts, rendered un- 
derstandable to the practicing accountant. The au- 
thors also evaluate the growing statistical sampling 
movement, especially in relation to management prob- 
lems. Bulk of the work is made up of case reports, 
written in layman’s language. 


New Problems for Management? 


AUTOMATION AND MANAGEMENT, by James R. Bright. 
Harvard Business School, Boston. 1958. 270 pp. $10. 
Does automation, as reflected in the highly automatic 
manufacturing systems of today, mean new and dif- 
ferent problems for management? The answer, eru- 
ditely set forth by Harvard Professor Bright in this 
lengthy work, appears to be yes. Anyway, thorough 
examination of the question is the sum and substance 
of the book. Author Bright approaches it from three 
standpoints—(1) the nature of automatic manufactur- 
ing, a historical review of the production line, (2) 
experiences with automation, case histories of 13 
plants, and (3) critical areas of automation, skill re- 
quirements of labor, the effect on the sales force, 
and on management. Bright concludes by outlining 
what he believes are the new tasks that automation 
impose on management. m/m 





Correction 

Inadvertently, in the February issue of M/M the 
incorrect address was given for John Wiley & Sons, 
publishers of the book, Installing Electronic Data 
Processing Systems, by Richard G. Canning. This 
firm is located in New York City. 
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What can DA TA matic 1000 
do while your secretary 


sharpens a pencil? 


Honeywell’s new Electronic Data Processing System has a way with 
business paperwork that is capturing the fancy of top executives and 
methods men coast to coast. 


Small wonder. 


DATAmatic 1000 has been designed and developed specifically to 
speed through the toughest data processing applications faced by 
bankers, manufacturers, railroad men, government administrators — 
all businessmen to whom paperwork is a profit-eater. Here’s an example: 

Let’s assume you are an insurance company executive. In the five 


seconds it takes your secretary to sharpen a pencil, DATAmatic 1000 
CORES ss 


. accept the information on 75 new policyholders 


. search and examine 1000 policyholder records and completely up- 
date and rewrite those affected by day-to-day transactions 


. print 20 premium billing notices, or a 750-word report evaluating 
agency production 


. all in those five seconds! 


With speeds and capacities of this magnitude, you can easily under- 
stand why consideration of any business data processing program is 
incomplete without the facts on DATAmatic 1000. Write for details to 
Walter W. Finke, President, DATAmatic Division, Dept. M4,Newton 
Highlands 61, Massachusetts. 


Honeywell 


iH) DATAmatic 


ELECTRONIC DATA PROCESSING 


(For more information, see last page) 
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MailMaster 


1,000,000 BOXES IN STOCK 
WIRE OR SEAL CLOSURE 
SUPER STRONG, LIGHT WEIGHT 





BOX COMPANY 
ATTLEBORO FALLS, MASSACHUSETTS 
NEW YORK—175 FIFTH AVENUE 


| br be br br Gr & 


Write Today for Catalog, Cl 


(For more information, see last page) 


SAVE TIME 


Clerks file faster with Space- 
finders, save initial cost yearly. 
These proven savings result 
from unmatched visibility and 
accessibility. 


SAVE SPACE 


Each Spacefinder gives you 204 
visible, accessible, filing inches 
—holds a stack of papers 17 
| feet high! 


SAVE MONEY 


Handsome Spacefinders cost 
less because fewer units do the 
job. You save rent, filing more 
in less space. 


DOA BETTER JOB 


Because Spacefinders provide 
the speed, convenience and 
economy of shelf files with 
dust, dirt, fire protection of 
drawer files. 








MAIL COUPON TODAY > 
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TAB PRODUCTS Co. s 

995 Market St., San Francisco 3 . 

At no obligation, please send Spacefinder brochure gy 
= 
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* 

ADDRESS - 
CITY 70ur___ state. 
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Where to look for 
those big cost savings 


(Continued from page 40) 


its $400,000 yearly painting opera- 
tion by the use of a newly devel- 
oped steam spray. A truck manu- 
facturer shaved $100,000 from pro- 
duction costs by instituting a host 
of minor changes in manufacturing 
methods. 

Production control and schedul- 
ing is often the vehicle for the low- 
ering of manufacturing costs. A 
saving of 25% in the cost of manu- 
facturing is not unusual, especially 
if good controls have previously 
been lacking. The basic ingredients 
of good controls are getting ma- 
chines, materials and manpower to- 
gether at the appropriate time so 
that products can be made at the 
lowest unit cost. 

Through improved production 
controls and scheduling, a North- 
west paper mill was able to boost 
its production, with existing facili- 
ties, by 30 tons a day. This brought 
in additional sales revenue of $1.5 
million, and was accompanied by a 
$60,000 drop in the manufacturing 
payroll. 


LOOK AT 
QUALITY 
CONTROL 








Improved quality controls often 
effect savings several times greater 
than they cost. Studies should be 
made of the quantity and cost of 
customer rejects and spoiled work. 
Customer rejects not only raise the 
unit cost on production, but also 
present a loss of profit and poten- 
tial volume as well. A $100-million- 
a-year appliance manufacturer dis- 
covered that the wiring on a batch 
of expensive home appliances was 
faulty. The defective part could 
have been repaired in the plant at 
a cost of less than $5,000. But be- 
cause the defects were not noticed 
until most of the items had been 
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sold, the company had to send re- 
pairmen to the homes of consum- 
ers, at a cost of $116,000. 


LOOK AT 
SALARIES, 
INCENTIVES 








A prime target in any important 
cost-cutting program is _ salaries 
and incentives. Not too long ago, 
American Motors publicly an- 
nounced that its officers’ salaries 
had been cut 25.9%. When business 
is bad, everyone in a company is 
making too much money. Many 
well-managed companies are un- 
justifiably fearful when it comes 
time to cut executives’ salaries. 
Most good men will not pack up 
and leave the firm when they have 
to take a cut. They hate to sever 
deep roots and to sacrifice such 
things as stock options and retire- 
ment benefits. Also, when times are 
bad for the well-managed com- 
pany, generally they are bad for 
competitors as well, so there are 
few opportunities for moving else- 
where. 

Of course, it is difficult to cut the 
salaries of organized labor. In most 
cases, the union will demand that 
the company open its books before 
the union will consider a cut. In 
the long run, this is not always 
strategic. 


LOOK AT 
MAINTENANCE 
COSTS 








Maintenance costs can often be 
pared as a result of the establish- 
ment of effective work standards 
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and procedures. One large steel 
company, with sales approaching 
$150 million, was able to lop 
$125,000 a year from its mainte- 
nance costs by a logical improve- 
ment of standards and procedures. 

Another aspect of maintenance 
cost control is the prevention of 
losses due to down time. As plants 
become more automatic, down 
time losses can become tremen- 
dous. In certain automated coal 
mine operations, for instance, the 
failure of the loading mechanism 
of one railroad car can set thou- 
sands of dollars in equipment and 
hundreds of men idle. This kind of 


loss can also occur in automated 
textile finishing operations, and in 
automated steel production. 

While the categories we have 
here outlined are the largest areas 
for potential cost savings, for most 
companies a cost reduction pro- 
gram must be tailored to fit specific 
circumstances. 

Cost cutting is a full-time activ- 
ity that requires the attention of a 
company’s top executive talent. 


During the current recession, a 
company’s ability to cut costs effi- 
ciently can become a key contribu- 
tion to holding the line on profits— 
or even improving them. 


m/m 





What happens when... Y2 and 4 people” are born? 


Scene: An American Business office. 


Systems and procedures people today 
recognize a growing phenomenon in the 
American business office. It is a problem 
of their own creation prompted by the 
desire for more efficient operation. It is 
the problem of “4 and 14 people’. 


Action: A new costly computer is instal- 
led (Releasing many “4 and 14 people 
from their usual work.) 


Reaction: Old-Fashioned Management 
thinks in. terms of firing these released 
“l4 and 4 people” — to justify the 


Traveletter’’ Reg. U.S. Pat Off. 


Descriptive Brochure on Request 


TRAVELETTER CORPORATION 


cost of installation. But — Modern Man- 
agement sees the fallacy of this reac- 
tionary reasoning. They recognize that 
any more efficient machine or system 
can, and does, result in a net saving. 


Suggestion: If you would like to create 
some “14 and 14 people” in your com- 
pany, investigate Traveletter®. 

Here’s what The Traveletter System does: 


1. Eliminates preparation and mailing of expense 
checks. 

2. Streamlines expense report procedure. 

3. Simplifies banking procedures. 

4. Substantiates travelers’ reports for 
purposes. 


Traveletter 


The Modern System for handling 
Sales Expenses . . . Since 1894 


IRS. 


GREENWICH 4, CONNECTICUT 


(For more information, see last page) 
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This book shows how 


to SAVE SALARIES 
of 8 girls! 


0 
MACEY- 


ané her 


write for it... it’s FREE!! 





If your company sends out hand- 
assembled reports, forms and 
other printed matter, this book 
will show you all the hidden costs 
you are paying .. . how to find 
these costs, and how to get rid 
of them. 


Briefly, this book tells you 
about the new Macey Collator—a 
machine now used by some of 
America’s largest corporations to 
save the salaries of as many as 
8 girls. It names names. It quotes 
the actual figures ... on appar- 
ent costs and on real costs. Some 
of these companies save thou- 
sands of dollars each month with 
the Macey Collator . .. and this 
book tells you how they do it. 


Sooner or later your manage- 
ment will hear what Macey Col- 
lators are doing. Why don’t YOU 
tell them the story. Send for this 
book. NOW! 


A Subsidiary of Harris-Intertype Corporation 


5350 West 130th St., Cleveland 30, Ohio 


DEPT. M. M. 


| CL) Send me your 24-page book showing 
how other companies are saving 
| money with a Macey. 
| [] We want, without obligation, a free 
survey made of our hand-gathering 
| operations. 





Company 





Address 
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thought starters 


Thought Starters deal with “practical solutions to administrative problems.” 
The editor invites contributions—which are paid for at our normal space rates. 


HUMAN RELATIONS 


Orchids to mothers 
from sons’ employer 


Victor Adding Machine Co. will 
play the role of “acting son” on 
May 11 to mothers of all its em- 
ployees now serving in the armed 
forces. 

For the seventh year on Moth- 
ers Day, it will send an orchid 
corsage to each mother with this 
note: 

“If your son were home, we 
know he would personally 
bring your favorite flowers. 
However, in his absence, please 
accept this token as a remem- 
brance from him on Mother’s 

Day. 

Victor Adding Machine Co.” 

Judging from the mothers’ re- 
sponses, William Krienitz, mana- 
ger of employee services, says the 
flower program, started in 1952, is 
one of the company's best invest- 
ments in goodwill building. 


ADMINISTRATION 


Low-cost dictator 
is book-sized 

A fully transitorized recording 
instrument with printed circuits 
that weighs less than six pounds 
and measures just 6%-inches wide, 
8%-inches deep and 2%-inches high, 
has been introduced by Gray Man- 
ufacturing Co. The new dictator is 
priced at $239.50. 





Known as the Audograph Key- 
Noter, it is compatible with all 
other Gray recording and _tran- 
scribing equipment and uses a 
standard 20-minute disc. 

It features the same drive mech- 
anism components and recording 
techniques as the larger Gray 
models. Push buttons control “talk” 
and “listen.” A simple movement 
of a scanning dial makes it possible 
to hear any part of the recording. 

Available in several colors, the 
reduced size and weight of the 
Key-Noter make it ideal for travel 
as well as office use. 

For more details, circle number 628 
on the Reader Service Card. 


Tiny tape recorder 
has hour-long run 





Take-it-with-you tape recorder 


For executives on-the-move, Dic- 
taphone Corp. recommends its new 
compact battery-powered voice re- 
corder. The self-contained unit 
weight 2 pounds, 11 ounces and 
measures 2 by 44- by 65 -inches. 
It is priced at $294. 

Feature of the Dictet is a hand 
microphone with convenient start- 
stop thumb control of recording. 
Other conveniences include power 
tape rewind and visual battery life 
indicators. 

The magazine carries enough 
tape for one hour's recording and 
no tape handling or threading is 
involved. Playback is operated by 
a lever on the machine. Recording 
range is more than 10 feet. Average 
battery life is 20 hours for the 
motor and 40 hours for the amplifier. 

A leather over-the-shoulder car- 
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ar. 
Paperwork Problems” 


says HUBERT F. CRAWLEY, Controller, 
Spencer Chemical Co., Kansas City, Missouri 


‘‘When we first looked at Integrated Data Process- 
ing it was apparent that here was a way to give 
our customers unusually fast service ... and cut 
our paperwork costs at the same time. But we also 
realized that to develop a successful system of 
I D P would take considerable study and skill. 
That is why we supplemented our own activities 
with the assistance of Standard Register specialists 

. including use of Standard’s I D P Workshop 
facilities. By so doing we aimed, not just one, but 
two barrels at our paperwork problem.” 

Your company, too, will find it helpful to invite 
Standard Register to participate in your systems 
and procedures planning. 

Whether it’s a single, cost-cutting form applica- 
tion or the development of an I D P system, Stand- 
ard Register offers you valuable assistance. Your 
local representative ... backed by staff consultants 
and system analysts, form designers and data proc- 
essing specialists . . . contributes tested ideas and 
technical know-how accumulated from broad ex- 
perience in serving many companies. Make him 
your man on forms and form-processing questions. 





aa a | Read how Spencer Chemical proc- 
esses orders and bills customers 
with new speed and accuracy—at 
lower clerical cost. Write for the 
complete I D P system story. 





THE STANDARD REGISTER CO., DAYTON 1, OHIO 
PACIFIC DIVISION, OAKLAND 6, CALIF. 


Sales and Service Offices in Principal Cities 


Standard Register 


Plants at Dayton; Oakland and Glendale, Calif.; York, Pa.; 
@ PAPERWORK SIMPLIFICATION 





ind Fayetteville, Ark. 


BIUISTILISSHN ROLATEIS 


nited, Ottawa, Ontario, Canada e W.H. Smith & Son 
and e Gemah Formas Continuas, Caracas, Venezuela 
ivana, Cuba e Sten Dahlander, Stockholm, Sweden. 


ASSOCIATES: R. L. Crain L 
Alacra) Ltd., London, En 


e Impresora Ariel, S. A., I 
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fond sf 


how 

up-to-date 

is your 
floor-keeping? 





step up speed of floor care 5 to 36 times with 


LINCOLN Auto-Scrubber! 


Simple arithmetic will show you why Automation in Floor 
Care with a Lincoln Auto-Scrubber will soon pay for itself on 
your floors. Just one machine will do five floor care jobs for 
you in a single automatic operation: spread solution, scrub, 
rinse, pickup and dry. Outperforms 5 to 36 men using scrub 
brushes and mops. Five models, 18’’ to 60”’ scrubbing width 
for all floor sizes, 2,000 to 1,000,000 sq. ft. or more. Available 
electric, gasoline, liquid propane, explosion-proof. Ask for 
free demonstration. 


fn ix fle pnidbeties- 


For buying facts write 








MERICAN’ 


FLOOR MACHINE CO. 


eSTFAStisuneo 1903 











a division of American-lincoln Corporation 
572-A So. St. Clair St. Toledo 3, Ohio 






TYPICAL USERS: Park-Davis Co. « 
American Cynamid Co. e Conrad 
Hilton Hotel. « Western Union Tele- 
graph Co. « American Tobacco Co. «+ 
Lever Brothers Co. ¢ Chrysler Cor- 
poration « Northwestern University 
e Trans World Airlines, 
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rying case accommodates the Dic- 
tet, microphone and spare _bat- 
teries. 


For more information, circle num- 
ber 605 on the Reader Service Card. 


OFFICE LAYOUT 


Kit simplifies 
office planning 


A portable office planning kit is 
now available from Wood Office 
Furniture Institute. The materials 
provided make it easy to lay out 
individual offices or entire floor 
plans quickly and with precision. 

The white planning board with 
black grid is scaled 4” to the foot, 
giving 5,924 square feet of plan- 
ning area. Self-adhering templets, 
1,440 of them, include everything 
from desks and chairs to partitions 
and files. Six vinylite sheets fit 
over the planning board for pres- 
entation or photocopying purposes. 

A guide on office planning and 
layout accompanies the kit which 
is priced at $4. It comes complete 
with carrying case. 

For more data, circle number 629 
on the Reader Service Card. 


OFFICE MACHINES 


Automatic calculator 
at adding machine price 
A fully automatic printing cal- 
culator has been introduced by 
Victor Adding Machine Co. It is 
priced at just $15 more than some 
adding machines now on_ the 
market. 
The new model adds, subtracts, 
multiplies and performs divisions 
by reciprocals. Operation is simple 





Low cost calculator bows in 
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with one master control lever and 
a 10-key keyboard. 

For further details, circle number 
631 on the Reader Service Card. 


BUSINESS FORMS 


Three-part expense forms 
ease income tax reporting 

Management can help salesmen 
simplify their income tax report- 
ing job under an Internal Revenue 
ruling by providing them. with the 
new Unitset expense forms. 

Designed by Shelby Salesbook 
Co., each three-part carbon inter- 
leaved form covers expense ac- 
counting for one week. The day- 
by-day record includes spaces for 
entering all expenses, such as 
meals, lodging, car mileage and 
entertainment. 

Companies use the original for 
handling expense payments in the 
usual manner. Second copies at- 
tach to the individual’s tax return 
as verification of expenditure and 
reimbursement totals. Third copies 
are retained for his own records. 

With this three-copy system, 
company, individual and Internal 
Revenue records are identical. Ac- 
counting departments are relieved 
of the burden of supplying de- 
tailed data to employees at tax 
time. 

For employees who incur busi- 
ness expenses and need receipts 
for money spent, small, two-part 
non-smudge carbonized _ receipt 
forms, bound into books, are also 
available. Originals attach to the 
tax form while duplicates are kept 
for the man’s own records. 

For samples of both forms, circle 


number 627 on the Reader Service 
Card. 


Form incorporates 
envelope and statement 


A one-piece mailing unit consist- 
ing of statement and remittance 
envelope has been designed for 
Lithostrip continuous forms by 
American Lithofold Corp. It’s 
called an Electronic Remitter. 

Spot-glued on the back of the 
statement is the return envelope. 
While data is typed on the form, 
a carbon-coated area reproduces 
the account code number and 
other data on the envelope. This 
autematic identification _—_ saves 
checking delays when the cus- 
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Now mimeograph 
more kinds of copies... 
in less time with less work 


New 1958 A. B. Dick machines bring mimeo- 
graphing to an all-time high in versatility and ability 
to work duplicating miracles. Inking is completely 
automatic! Choose paste ink cylinder for unmatched 
cleanliness and up to 20,000 copies on a single ink- 
ing. Or pick the fluid ink cylinder to use new fast 
drying inks without slipsheeting on a wide variety 
of papers. All cylinders are completely enclosed for 
cleanliness. A new feed virtually eliminates “‘doubles.”’ 
New, much lower prices, too! 

Mail coupon for complete information. Or call 
your distributor of A. B. Dick products. He’s listed 
under Duplicating Machines in the classified section 
of your phone book. 


“AB DICK 
DUPLICATING PRODUCTS 


P.S. All A. B. Dick mimeograph products are for use with all makes of 
suitable stencil duplicating products. 





. 

e J . 
e (9 A. B. DICK Company, Dept. MM48 és 
° 5700 West Touhy Avenue, Chicago 31, Illinois . 
a . 
. Please send more information about the new mimeographs that a 
° produce more kinds of copies in less time with less work. . 
7 7. 
: 0 SI ERIA secseisih asl tees mm ° 
bd . 
° Pg) Scere a ietaciinktiinngedoameiiaa scenes - 
. a 
. CONDI tinned soma Saale aoe ome , ates ° 
. _ 
e Address_____ ate : EIS, a 
be CRE animes F Kone__State_ 8 sit . 
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Here’s what it takes 
to make a 


TOP FLIGHT 
OFFICE CHAIR 


First you combine modern lines with the 
kind of comfort you’d expect only in your 
easy chair at home. You use Harter’s cor- 
rect posture design that avoids fatigue. 
You insist on top quality materials 
throughout. Finally, you add manufactur- 
ing know-how and inspired engineering 
indicated by the illustrations on the right. 

Do all these and you’ll have a chair like 


the new Harter Tempo. But it’s so much 
easier to call in your nearest Harter dealer. 

Write today for new Tempo four-color 
literature and we'll send you his name. 
Harter Corporation, 406 Prairie St., Sturgis, Michigan 


In Canada: Harter Metal Furniture Ltd., Guelph, Ontario 
In Mexico: Muebles Briones, S.A., Mexico City, D.F. 


Al ARITER 


TEMPO SERIES 


* 
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New Tempo Base—Trim style; 
widespread stability. Vinyl scuff 
boots absorb wear. 


wn 


”~ ~< 


Spin-Easy Chair Height Ad- 
justment—No skinned knuckles 
or soiled hands. 





Tempo Side Chair Design— 


Swept-back legs contact base- 
board before back touches wall. 


Tp, 


qn 


Molded Foam Rubber Cush- 
ions — Cool, deepest at rear 
where greatest weight is carried. 


(For more information, see last page) 
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tomer fails to include necessary 
information in making remittances. 

The design of this combination 
envelope and invoice offers many 
possible adaptations for special 
uses in multiple-part forms. 

For more details, circle number 625 
on the Reader Service Card. 


COPYING EQUIPMENT 


Recordak adds 
Listomatic camera 

Recordak Corp. is now servicing 
and distributing the Kodak Listo- 
matic camera, recently renamed 
the Recordak. 

The device, first introduced in 
1955, photographs tabulating cards 
in column listings on film. It saves 
time and eliminates errors and 
proofreading in producing parts 
and price lists, catalogs, directories 
and the like. 

The camera can photograph cards 
at a speed of 230 a minute, or 690 
lines in the same time, Kodak states. 
When processed, the film itself 
becomes an offset or letterpress 
negative, ready for direct stripping 
into page make-ups. Varying film 
sizes allow a choice of column 
widths up to seven inches. Lists 
can be photographed actual size, 
or reduced as much as 50%. 

For more information, circle num- 
ber 607 on the Reader Service Card. 


Combination photograph 
and plate maker unit 

A combined camera and offset 
plate processing unit is being mar- 
keted by Photostat Corp. Called 
the Platemaster, it produces up 
to 200 offset plates daily, utilizing 
negatives it makes from rolls of 
photographic paper. Plate process- 
ing and photographic operations 
can be carried on simultaneously. 

Plates finished by this method 
cost about the same as those han- 
dled by electrostatic equipment, 
it is said. Among advantages listed 
by the manufacturer are: line sharp- 
ness, satisfactory reproduction of 
copy containing solids and colors, 
and minimized drop-out of thin 
or light lines. 

Plate cleaning is unnecessary at 
any point. Previously screened half- 
tones can be reproduced success- 
fully, the maker adds. 

The new equipment handles 
copy up to 17 by 22 inches and 
negatives can vary from the same 


MANAGEMENT METHODS 











JU 


( 
c 
C 








JUST FOR THE RECORD 


ginal. Maximum copy area on the . 
negative is 8% by 10-% inches. Boardmaster Visual Control 


Use of the Platemaster allows 
duplicating departments to repro- | 
duce a great deal of ready-to- | 
photograph material quickly and | 
simply without a darkroom. 

For more information, circle num- 
ber 606 on the Reader Service Card. 


SYSTEMS 


Unit punches cards | 
and imprints data | 


size to 50% reduction of the ori- | You Get Things Done With 
| 
| 





A new Keysort data punch has 
been introduced by Royal McBee 
Corp. The machine punches Key- 
sort cards and imprints data on 
the card face in a simultaneous 
action. Since it is non-electrical, it 
can be used wherever needed. 

Advantages cited by Royal are: 


yx Gives Graphic Picture of Your Operations 
Spotlighted by Color 

yy Facts at a glance—Saves Time, Saves 
Money, Prevents Errors 

vy Simple to operate—Type or Write on 
Cards, Snap in Grooves 

yx Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 

vy Made of Metal. Compact and Attractive. 
Over 250,000 in Use 
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In the language of perma- 
nent record papers that is 
indeed a compliment. And 
it's one that could come to 
few that haven't the well 
known watermark of 


L. L. BROWN 
LINEN LEDGER 


(Extra $1 — 100% 
White cotton fiber) 


It is the fine cotton fiber 
and skilled craftsmanship 
in processing it that give 
L. L. Brown's Linen Ledger 
that superior enduring 
quality and ability to with- 
stand erasures, rewriting 
and hard handling. 


For Permanent Records 
that don’t Show Their Age 


L.L.BROWN 


LEDGER & RECORD 





| PAPERS [ay 














Since 1849 
Adams, Massachusetts 


elimination of errors and increased 
legibility of card face information, 
and time saved by _ production, 
clerical and accounting personnel. 
In some applications, Keysort cards 
can be converted directly into 
management reports; in others, it 
greatly reduces further processing. 

Royal states inaccurate punch- 
ing is impossible. The data punch 
will not operate unless both Key- 
sort cards and plates are properly 
inserted. 

Light metal plates give precise 
control to punching and imprint- 
ing. Keypunch-type equipment is 
used for plate punching and stand- 
ard Graphotype equipment for 
embossing. 

For more information, circle num- 
ber 626 on the Reader Service Card. 





ORDER 
CLERICAL MANAGER 


Excellent opportunity for quali- 
fied office manager to assume full 
responsibility for the operation of 
a mail order clerical order proc- 
essing operation located in the 
Midwest. Experience in order 
scheduling, inventory control, 
measured work assignments and 
fast order flow preferred. College 
degree with systems and pro- 
cedures knowledge desirable. 
Write age, education, experience 
and salary requirement. 


Attention: 
Mail all replies and invoices to: 





Mr. Jack Sutton 
8823 W. Burleigh St. 
Milwaukee 10, Wis. 




















(For more information, see last page) 
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Complete price $49°° including cards 





24-PAGE BOOKLET NO. M-100 
F R E E Without Obligation 











Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd Street * New York 36, N. Y. 
(For more information, see last page) 





FOR MEN WHO ARE 
TAKING A HARD 
LOOK 


The base of an office chair car- 
ries the load and takes the hard 
knocks. People kick it, scrape it, 
bump it and grind sand into it 
with their feet. No wonder the 
ordinary base looks shabby even 
in a few weeks. 

You could save money if you 
could buy office chairs with 
bases that would never need re- 
finishing and never wear out. 
Sturgis office chairs with fiber 
glass bases cost no more than 
most ordinary chairs. The Sturgis 
fiber glass base is unbelievably 
strong and tough. It will never 
need to be refinished because 
there is no finish to scuff off. In 
short, it will never wear out. 
When it gets dirty wipe it off 
with a damp cloth and it will 
look like new. 

Write for a folder showing 33 
models of Sturgis chairs, 15 with 
fiber glass bases. Hundreds of 
smart, modern color combina- 
tions are available. 

The Sturgis Posture Chair Com- 
pany, Sturgis, Michigan. General 
Sales Offices, 154 E. Erie Street, 
Chicago 11, Illinois. 














(For more information, see last page) 
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NCR PAPER DOES IT!... produces cleaner, clearer copies 


Business forms users everywhere are dis- 
covering that NCR Paper speeds up 
their work. Without using carbon paper 
or even any carbonization, this amazing 
paper makes perfect copies of sales slips, 
invoices, premium notices, stock requisi- 
tions—any one of hundreds of applica- 
tions where clean, clear copies are needed. 

Non-smearing NCR Paper, perfected 
by the research laboratories of The Na- 
tional Cash Register Company, elimi- 
nates smudging of copies or fingers and 


ANOTHER PRODUCT OF 


is easy to handle because it requires no 
carbon inserts. Up to five legible copies 
can be made with a standard typewriter, 
ball-point pen or pencil and eight or more 
with a business machine or electric 
typewriter. 

NCR Paper is simple to use. Just put 
together several forms. Copies are ob- 
tained from hand written or business 
machine or typewriter forms. Finished 
copies are always neat and clean, easy 
to read. 


THE NATIONAL CASH REGISTER COMPANY, payton 9, onio 


989 OFFICES IN 94 COUNTRIES 
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(For more information, see last page) 


ADDING MACHINES + CASH REGISTERS 





Have your forms printed on NCR Paper 
by your present forms supplier. You’ll be 
amazed how easily it solves the problem 
of producing multiple copies. You'll get 
better, cleaner copies in less time! Phone 
your present forms supplier, to- 

day, for further information. 






*TRADE MARK REG. U.S. PAT. OFF. 


Ojltonal 


NCR PAPER AND SUPPLIES 
ACCOUNTING MACHINES 


MANAGEMENT METHODS 
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This Reader Service Section is provided to help you obtain additional information 
on advertisements in this issue. Simply find the appropriate key numbers in the listing 
and circle the corresponding numbers on one of the cards bound facing this page. 


FREE READER SERVICE SECTION 





Key Advertiser Page 

500 Acme Visible Records, Inc. ............ 15 
Agency: E. H. Brown Advertising 

501 All-Steel Equipment, Inc. .......... Cover Ill 
Agency: E. R. Hollingsworth & Associates 

502 American Floor Machine Co. ........... 74 
Agency: Beeson-Reichert, Inc. 

503 Art Metal Construction Co. ............ 19 
Agency: Comstock & Co. 

504 Automatic Electric Co. ............085- 2 
Agency: Proebsting, Taylor, Inc. 

505 Baltimore Business Forms Co. ........... 48 
Agency: VanSant, Dugdale & Co., Inc. 

506 _ Bell & Howell, Phillipsburg Div. ......... 6 
Agency: Philip I. Ross Co., Inc. 

SOF 1.0. Gomme Peer Ga wn cease eas 77 
Agency: Chambers & Wiswell, Inc. 

508 The Bentson Mfg. Co ...............-. 63 
Agency: J. D. Culea Advertising 

509 Charles Bruning Co., Inc. ........cc0e0. 58 
Agency: H. W. Kastor & Sons Ady. Co., Inc. 

oe. rrr ree rere 56 
Agency: Campbell-Ewald Co. 

511 Business Electronics, Inc ............... 54 
Agency: Don L. Burgess Advertising 

S33 Sob Meo Si isi oe eee 47 
Agency: Wm. B. Remington, Inc. 

Cie Ee Bile Oe eareii esis 13 
Agency: Waldie & Briggs, Inc. 

514 Cole Steel Equipment Co., Inc. .......... 24 
Agency: Webb Associates, Inc. 

515 Columbia Ribbon & Carbon Mfg. Co., Inc. 52 
Agency: E. M. Freystadt Associates, Inc. 

516 Commonwealth of Pennsylvania ........ 17 
Agency: Kastor, Farrell, Chesley & Clifford, Inc. 

Sis  Campbadter Cae. oc ens cnc ccccsnss 53 
Agency: Henri, Hurst & McDonald, Inc. 

ee I i iedras vies ncaaeevescs 54 
Agency: Rex Farrall, Inc. 
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Advertiser Page 


Cramer Posture Chair Co., Inc. ......... 68 
Agency: Allmayer, Fox & Reshkin Agency, Inc. 


Day-Brite Lighting, Inc. ............06. 16 
Agency: Winius-Brandon Co. 

Gaulle: Cee uk y Sdas cee cee 26 
The: Demnniantet GO sacha ss cs sees 62 


Agency: R. E. McGuire Associates, Inc. 


. .) gf Sere er ere ear err 75 
Agency: Fuller & Smith & Ross, Inc. 

DU, WE isis SAW 55 
Agency: Henri, Hurst & McDonald, Inc. 

une CON. cs cccvcesv accede teqbsie at 50 
Agency: John Marshall Ziv Co. 

Gastenen Mem GA cies cs cee cdiceeas 49 
Agency: J. Walter Thompson Co. 

Elbe File & Binder Co., Inc. ............ 61 


Agency: Kenneth L. Nathanson Associates 


Equipto Div. of Aurora Equip. Co. ...... 62 
Agency: Arthur R. Mogge, Inc. 


We i 5. kv achcs skeeabekaeaa be 61 
Agency: Ladd, Southward & Bentley, Inc. 


Wines A. Force Ce... sc ccsiccnets 65 
Agency: Philip I. Ross Co. 


Peidian,: Was us Ceiiex nskian bulawwoue 46 
Agency: J. Walter Thompson Co. 


General Aniline & Film Corp. Ozalid Div. 11 


Agency: Benton & Bowles, Inc. 


The Globe-Wernicke Co. ........... Cover IV 
Agency; Strauchen & McKim Advertising 


Goapele Dome, Wis 5. ss ib.cs cvs se chcaus 77 
Agency: Diener & Dorskind, Inc. 


Thea Me Gai roc eek ni 1 
Agency: Hutchins Ady. Co., Inc. 


Phillie Mone Cay Wee is dae cece ects ee 64 
Agency: Gibney and Berreca Advertising 


a eS Se Pee re 76 
Agency: Lamport, Fox, Prell & Dolk, Inc. 


Interstate Motor Freight System ......... 9 
Agency: Wesley Aves & Associates 
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gee Ge err ree ee 26 
Agency: Knight & Gilbert, Inc. 
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Agency: Chapman-Nowak & Associates, Inc. 

542 Macey Co. subsidiary of Harris-intertype 
Corp. 
Agency: Fuller & Smith & Ross, Inc. 


Management Publishing Corp. .......... 
ge ee ee eee 
Agency: Howard Wesson Co. 
544 Miller Falls Paper Co. ................ 
Agency: Richard R. Bruce, Inc. 
545 Minneapolis-Honeywell Regulator Co., 
EATS DAVISON wc ccc cccsnss. 
Agency: Batten, Barton, Durstine & Osborn, Inc. 
546 Monroe Calculating Machine Co. ........ 
Agency: L. H. Hartman Co., Inc. 
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Agency: Cunningham & Walsh, Inc. 
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HOW MUCH to make or buy 
WHEN to make or buy it 


a practical man’s 


approach to 


ECONOMICAL PURCHASING 


Now, the production-purchasing man has his own guide to mathematical 
inventory control — written by an author who talks his language. This 
is the first and only book on the subject designed for the man who 
must do the job himself. It is not a text book — nor is it a theoretical 
coun, Instead, it plunges directly into the heart of your problem — 
HOW MUCH to make or buy and WHEN to make or buy it. 


SCIENTIFIC INVENTORY CONTROL 


by W. EVERT WELCH, Director of Purchasing, 
Aeronautical Division, Minneapolis-Honeywell 


168 pages, 82 x 11, illustrated, $12.50 


This book shows how modern business mathematics can give you the 
answers to “how much to buy” and ‘“‘when.” But you don’t have to 
be a mathematician to read and use it. 86 easy-to-understand tables 
and figures lead you by the hand through proved-in-use formulas that 
are now being used to control inventory in dozens of well-managed 


firms. 
USE THIS COUPON TO GET A FREE 
10 DAY EXAMINATION 





Management Publishing Corp. 
Room 458, 22 West Putnam Ave., Greenwich, Conn. 


Please send me a free-examination copy of SCIENTIFIC INVENTORY 
CONTROL. At the end of 10 days, I will either return the book. without 
paying any money, or send you my check or money order for $12.50. 


Street Address... a 
ee GOON ROO. oko cee eces 
ear er Pee 


Bill my company.... 
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Advertiser 


McBee Co. 
Agency: C. J. LaRoche & Co., Inc. 


McGraw-Edison Co., Voicewriter Div. .... 21 
Agency: J. Walter Thompson Co. 


National Cash Register Co. 


Agency: McCann-Erickson, Inc. 


Office Machine Div. ................. 12 
PE RESTON us eh aE Wes da oda ee 78 
on. 2h. Sr ar ee 4 


Agency: Knight & Gilbert, Inc. 


Recordak Corp., subsidiary of Eastman 
I ire telat tiincs > «/aintnhha ga Ws 5 
Agency: J. Walter Thompson Co. 


Royal Metal Mfg. Co. 
Agency: William Hart Adler, Inc. 


Seminole County, Florida-Chamber of 
Oe ee ee 67 
Agency: Robert Hammond Advertising 


a 8 
Agency: J. Walter Thompson Co. 

The Standard Register Co. ............. 73 
Agency: Don Kemper Co., Inc. 

Strathmore Paper Co. ................ 18 
Agency: Grant Advertising 

Stromberg-Carlson Co. ............... 66 
Agency: The Rumrill Co., Inc. 

The Sturgis Posture Chair Co. .......... 77 
Agency: Blaco Advertising 
a ar 70 
Agency: H. M. Leete Advertising 
ae ee 71 
Agency: Van Lear Woodward Associates 

United States Rubber Co. .............. 14 
Agency: Fletcher D. Richards, Inc. 

Veeder-Root, Inc. .........ccceees ; 65 
Agency: Sutherland-Abbott Advertising 

Watson Mile. Goi, Wie. once ccs ccccces von 
Agency: Griffith & Rowland Advertising 

Wellington Sears Co. ...........0065 a 
Agency: Ellington & Co., Inc. 

West Penn Electric System ............ 23 


Agency: Albert Frank-Guenther Law, Inc. 
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BETTER BUILT FOR 
BErren SUSITENESS 


sit down and relax! 


(/N THE MOST COMFORTABLE CHAIR YOU'VE SEEN) 


While seated comfortably, cast an eye on the distinctive 
ASE desk in Ebony, with Beige Formica Top. 

Note the handsome credenza units against the walls. 
Here’s modern efficiency at its very best. 

Everything out of sight but within easy reach. 

Feel relaxed now? You will in this chair... . provides z r é i 
perfect support, yet lets you work entirely at ease. v 


See your ASE dealer for office planning service. Te eiaie stare degh nil 


No. 435 


j DESKS « CHAIRS 2 L-UNITS ¢ CREDENZAS ¢ TABLES 


THERE’S AN ASE DEALER NEAR YOU ) BOOKCASES e FILING CABINETS * STORAGE CABINETS 


ALL-STEEL EQUIPMENT INC. avuRorRA, ILLINOIS 






For more information see page 79 


put you on top of the world ! 


Confident and comfortable is the way you'll feel in a 


Fine-Rest aluminum chair. You'll be able to do more work Fine-Rest . . . America’s standard of business seating. Ask 
with less fatigue... you'll feel fit as a fiddle at five. The your Globe-Wernicke dealer* for a copy of our free illus- 
rugged No-Sag springs and deep foam-rubber cushioning trated brochure . . . or write us direct, Dept, F-4. 


of this roomy, executive chair give you sure, fatigue-free 
support. Just-right height adjustments allow you to select 
your own comfort. G/W Fine-Rest chairs, handsomely 
crafted of sturdy aluminum, will give you a lifetime of deep 
satisfaction and dependable service. There’s a Fine-Rest 
chair to seat everyone in your organization...in the largest 
array of decorator colors available anywhere. 


So give yourself a rest, a Fine-Rest by Globe-Wernicke. 





THE GLOBE-WERNICKE CO, 


CINCINNATI 


12, OHIO 


* Dealers listed in ‘*Yellow Pages’” under ‘Office Furniture.”* 
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(For more information, see last page) 


N 


Ke & & ave 8 SE 


WHE: a chairs by Globe-Wernicke 
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